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Oalionals save us 65% a year on our investment.” 


— HARRIS-SEYBOLD COMPANY, Cleveland, Ohio 





“Our forward planning programs and day-to-day operating controls JOBS HANDLED: In your business, too, National 
hath eee ffici fi ‘al dat : machines will pay for them- 
* require accurate, e cient nancial data processing. General Accounting selves with the money they 
“We have been using Nationals for many years. A study of our latest Notes Receivable save, then continue savings as 
application for National showed a return of about 65% annually, Accounts Receivable annual profit. Your nearby 
: . . ; Pe sas itasaaltii National man will gladly show 
paying for itself in less than 18 months. ccou Y how much you can save—and 


Subsidiary Led jers why your operators will be 


“In every operating division and department where Nationals are 
General Ledger happier. 


used, they have established a record of savings. It’s a credit to their ac- 
curacy and speed. Their simplicity of operation is enhanced by the ease ost Accounting 
with which operators can be Pre-payroll 


; > : Labor Distribution 
trained. In view of such experience, Z) Lb Payroll Writing 
it is understandable why we are so il "Analyses OSjwtional 
pleased with National equipment.” Vice President—Finance 


Harris-Seybold Company 
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ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 ADDING MACHINES + CASH REGISTERS 
977 OFFICES IN 94 COUNTRIES 
(Circle 121 for more information) 







Management mM e t h O d S 





Publisher President 
Jerome W. Harris William S. Kline 





Editorial Staff 
Editor: J. W. Harris 
Managing Editor: Ira J. Bilowit 
Art Director: Laurence Lustig 
Editorial Consultant: Leslie M. Slote 
Asst. to Managing Ed.: Alice Spivak 


Business Staff 
General Mgr.: W. S. Kline 
Advertising Mgr.: Charles L. Dermott 
Western Adv. Mgr.: William S. Hutchings 
Office Mgr.: Edith Pagnotta 


Circulation: Carol Johnson 





Advertising Offices 


New York 17—/41 East 44th Street, MU 7-0583 
Chicago 11--612 North Michigan Avenue, 
DElaware 7-0112 
Los Angeles 5—Robert W. Walker Co., 2320 West Third 
Stieet, Dunkirk 7-4388 
San Francisco 4—Robert W. Walker Co., 
57 Post Street, Sutter |-5568 





A publication of MANAGEMENT MAGAZINES, INC. 
141 East 44th Street, New York 17, N. Y., MU 7-0583 


President and Treasurer, W. S. Kline; Vice President and 
Secretary, J. W. Harris: Vice President, A. J. Kaiser 


Memter of Business Publications Audit 


SUBSCRIPTIONS: In United States and Possessions, one 
year $5.00. Canada, one year $6.00. Single copies $.50. 
Copyright © 1955 by Management Magazines, Inc. Ac- 
cepted for mailing under Section 34.64 P.L.&R. at 
United States Post Office, East Stroudsburg, Pa 








Would you like to order 
Management METHODS 
for others in your company? 
Use the postpaid reply card 


bound in this issue. 








methods 











Vol. 8 No. 41955 AV gu St 


FEATURES 


How to solve integration problems in mergers || 
How to revive an inactive suggestion system 15 


The revolution in business flying 18 


oO 


How industrial vision programs pay off 2 


How Glidden selected a city, a site, a 


building 29 
Where they work: Hastings Harcourt 32 
How to relate salary to job performance 36 


How to prepare your company for future 


marketing methods 37 
How automatic filing reduces errors, in- 
creases speed 38 


DEPARTMENTS 


Consensus: Electronic briefs worth repeating 4 


Tax tips: Test yourself on recent tax court 
cases : ae 6 


Sales ideas: Purchasing and sales personnel 
can "get along” .. : 9 


Thought starters: 25 


How fo solve the problem of ''make or 
buy” 


Using subject filing as an adjunct to 
chronological filing 


Joint undertaking for local use of 
atomic energy 


Annual employee report lists indi- 
vidual's fringe benefits 


Employee ‘post office’’ reduces com- 
pany handling problems 


Planning ideas: a 34 


Heating and cooling system provides 
low-cost comfort 


New products for planning . 35 
Clippings: New products for the office 40 


Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer "practical solutions to 
management's problems.’ For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of 
action. Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve @ problem in his business. 


Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 


Most articles employ case histories. An article 
may be based on a single case history or can be 
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(Advertisement) 


Hoover Commission Report reveals: 


INDUSTRY OFTEN 1S LESS 
EEFIGIENT THAN GOVERNMENT | 


Findings of the Hoover Commission may come 
as a shock to many businessmen. They indi- 
cate that Industry frequently is more guilty of 
ineflicient office systems than is the Federal 
Government . that the cost of clerical help 
required to process a multiplicity of business 
forms is twenty times the cost of the forms 
themselves . . . and that, therefore, the basic 
need is for simplified forms systems, engi- 
neered for fewer clerical operations and faster, 
more accurate control. 


In this field of reducing paperwork, develop- 
ing cost-saving forms and time-saving systems, 
no other company has had as many years of 
practical experience as Moore Business Forms, 
Inc. Men in the Moore organization have 
helped thousands of firms eliminate unneces- 
sary paper-handling operations. Here are a 
few typical cases: 


Case A: A cutlery manufacturer wrote up five 
forms for each order (and three additional 


forms for each back-order). A 9-part Moore 
Speediset reduced this to one writing. 


Case B: An appliance repair business . . . elimi- 
nated eleven pieces of paper and six forms- 
writing operations by the use of a Moore 
designed 5-part Speediset. 


Case C: A storage and trucking outfit . . . de- 
veloped a simple 6-part form to eliminate the 
separate preparation of five forms. 


If you suspect your paperwork expenses are 
too high, a phone call to the nearest Moore 
office will bring a qualified man to discuss your 
problem without the slightest obligation 


to you. 


Look him up in the Classified. Or send the 
coupon for a FREE copy of a survey which 
reduces paperwork in those operations in which 
vou are interested. 


MOORE BUSINESS FORMS 







Inc 
ve Since 1882. ..the world’s largest manufacturer of business forms and systems 
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Send this coupon 


Name 


fo the Moore office 


Company 


nearest YOU | swe 


City 


MOORE BUSINESS FORMS, Inc., Dept. MM-6 
Niagara Falls, N. Y. * Denton, Texas * Emeryville, California 


' , : 
Please send me a System Survey for my type of business. showing 
how paperwork can be reduced. 


T\ pe of Business 


(Circle 118 for more 
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POSTURE 
CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S. C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Office, 154 E. Erie St., Chicago 11, Ill. 


We'd like a copy of your illustrated folder 
on chairs with fiber gluss bases 


Name 
Firm Name 
State 

City 


Address 


(Circle 134 for more information) 
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SYVTRON 


ENVELOPE 
JOGGERS 


Fast, clean, automatic 
alignment of envelope 
contents. Eliminates torn 
correspondence, Cut 
mailing time and costs. 


$68.50, F.O.B., Homer City, Pa. 


compute SYNTRON COMPANY 


Complete 2 LEXINGTON AVE. 
Catalogue HOMER CITY, PENNA. 


(Circle 135 for more information) 
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ELECTRONIC BRIEFS WORTH REPEATING 


New confidential service to be 
released by John Diebold 


According to John Diebold, Presi- 
dent of John Diebold & Associates, 
Inc. he will release, sometime late 
this year, a confidential report service 
for present—and potential—users of 
electronic data processing equip- 
ment. The primary purpose of the 
service is to consolidate, in a single 
source, up-to-the-minute information 
on new equipment, components, and 
methods. In addition to factual data, 
Diebold expects to evaluate and 
amplify manufacturers’ and users’ 
claims. 

"The service is a logical and neces- 
sary outgrowth of the consultant man- 
agement engineering work we are 
now doing for our clients," says 
Diebold. "Indirectly, we are provid- 
ing our clients with this service since 
it is essential that we keep abreast 
of change in this rapidly moving 
field. While the published service 
cannot possibly make specific recom- 
mendations to cover all subscribers, 
we believe we can provide an edu- 
cated and unbiased appraisal of new 
equipment and methods. We have a 
staff of electronic specialists in the 
field who will supply the current data 
we will digest and present to sub- 
scribers." 

Diebold emphasizes that the 
service will not be a ''newsletter,"’ 
but a completely integrated report- 
ing package covering all functional 
and policy aspects of electronic data 
processing. 

The service will include an exten- 
sive equipment ''catalog" as a 
starter. Loose leaf reports on new 
equipment and methods will be 
mailed on a weekly basis. Other com- 
ponents of the service will include 


a series of individually bound policy 
memos for management, a "pro- 
gramming exchange" for technical 
personnel, and a detailed cross-index 
to all reports which will be revised 
every 90 days. 

For more details, circle number 
182 on the Reader Service Card, or 
write directly to Mr. Diebold, John 
Diebold & Associates, Inc., 430 Park 
Avenue, New York 22, New York. 


oor 


Not the answer 


In the June 1955 issue of your fea- 
ture, Consensus—electronic briefs 
worth repeating, Don G. Mitchell 
discussed briefly the machine-re- 
placed worker. He emphasized the 
fact that the “old bugaboo, tech- 
nological unemployment” is not a 
figment of the imagination to the 
person who is laid off when a new 
machine arrives. As Mr. Mitchell so 
aptly phrased it: “All he knows 
and cares about is one thing: He 
doesn’t have a job.” 

Without question, the problem 
here is clearly stated, not in gen- 
eralities, but in pointing to the 
fellow who was displaced. My 
hopes were built up. Perhaps... . 
But the answer sank back into gen- 
eralities. A good way to approach 
the problem, according to Mr. 
Mitchell, is to “see what happened 
to those displaced by machines 


twenty or thirty years ago. They 


found new jobs... .” 

Wow I have just as much faith as 
Mr. Mitchell in the ability of our 
economy to accept these techno- 
logical changes and in doing so 
create new and more jobs. I believe 
that the net effect and long range 
consequences of Automation and 
the electronic office will be more 





jobs, better working conditions, 
and a further improvement in the 
American standard of living. But 
can we rest on our philosophies. Is 
this solace to Joe Doak when he 
goes home to Mrs. Doak and the 
little Doaks after being replaced by 
a machine. If we do, we would be 
forgetting the case we set out to 
plead. 

I feel that over and above the 
propounding of a sound philos- 
ophy, definite steps can be taken at 
the point and time of displacement 
of the worker. And the responsibil- 
ity to do so rests jointly on the 
shoulders of management and the 
manufacturer of the new machine 
which replaces the worker. 

Perhaps this is a new philosophy 
and may be called radical. There 
are those who would absolve man- 
agement of all social and commun- 
ity responsibility. There are those 
who would saddle management 
with all phases of social responsib- 
ility. But let us consider the temper- 
ate words of Devereux C. Josephs 
on this matter. 

Speaking at the Seventh Annual 
Systems Meeting of the Systems and 
Procedures Association of America 
last fall, Mr. Josephs talked on the 
approach to automation in the of- 
fice. He made this key point. Dis- 
order need not accompany change. 
He says further, “People, persons, 
individuals, are involved in all 
changes in procedures, in systems 
and in machinery. Therefore, the 
employer has to plan in regard to 
them even more carefully than he 
plans the introduction of new sys- 
tems and new machines.” 

To illustrate his 
Josephs says: “It is interesting to 
note the approach of the Otis Ele- 
vator Company and Westinghouse 
Electric Manufacturing Company 
to this problem. These companies 
have developed automatic elevators 
to the point where they stand ready 
to prove the saving that will accrue 


point, Mr. 


to any large commercial building— 
the larger the better—by replacing 
manually operated cars with wholly 





automatic control. Because the dis- 
placement of the operators creates 
a difficulty for all owners of build- 
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ings, both of these companies pres- 
ent to their prospects a program for 
the gradual absorption of these 
operators into activities useful to 
the building owner and satisfactory 
to the employee. In a nut shell, they 
believe the solution to the unem- 
ployment problem created by the 
installation of its automatic eleva- 
tors, is an inseparable part of their 
plans for further mechanization.” 
EDMOND W. MCNAMARA, Office Man- 
ager, The Bassick Company, 
Bridgeport, Connecticut. 


Data processing vs. data analysis 


The trend to central machine ac- 
counting sections has been forced by 
the necessity of grouping sufficiently 
large units of punched card equip- 
ment together in order to achieve 
the benefits of factory type opera- 
tions. The trend toward separating 
data processing from data analysis 
has stemmed from the realization that 
the two are different functions re- 
quiring different approaches, differ- 
ent methods, different kinds of men. 
This separation has taken the form of 
creating two distinct departments up 
and down the line in the accounting 
organization; or it has taken the form 
of setting up a data analyses group 
outside of the accounting organiza- 
tion and letting the latter process the 
data. Whatever the form, the trend 
has been unmistakable. 

DR. T. F. BRADSHAW, partner, Cresap, 
McCormick & Paget, at a confer- 
ence of the Controllers Institute of 
America. 


From $30,000 to $30 

“We have now reached the point 
where a task consisting of a million 
desk calculator operations, which 
might cost $30,000 if done by hand, 
can be carried out by electronic 
machine for $30 or less.” 
DR. JOHN W. FORRESTER, Director of 
the Digital Computer Laboratory, 
1% Oe ey is 
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“ss, Now — Remington Rand introduces an amazing new chem- 
ee ical, NR555 for producing four or more sharp Transcopy 
wes photoprints from one negative. This important new discovery 
offers sensational time and dollar savings wherever there is a 
need for multiple photocopies of the same original. NR555 
added to standard Transcopy developing solutions produces 

highest quality multiple OR single copy prints. 

Laboratory tested and fully pre-tested by actual users in 
the field, the Transcopy multiple-copy formula is an exclusive 
development of Remington Rand. Multiple-copy print life 
and solution tray life meet the same high standards estab- 

ee —s lished for all Transcopy developing chemicals. No special 
operating conditions are required. Multiple-copy negative 
papers are available in sheet sizes, pre-cut to your exact 
requirements... for greatest economy and convenience. 
SEE FOR YOURSELF...the outstanding advantages of NR555 
multiple-copy processing. Contact your nearby Remington 
Rand office or mail the coupon today for FREE, eye-opening 
demonstration. 


Kteminygton. Freand 


CV 13. tO" Ob 6 PERRY RAN D COCs O RAT TON 


AITO INME so 


Room 1809 315 Fourth Avenue, New York 10, N.Y. 


1 want a FREE demonstration of the new NR555 Transcopy 
multiple-copy process at no obligation. 





NAME & TITLE 








FIRM 


ADDRESS 





CITY ZONE STATE 











IMPORTANT: Name ef Photocopy unit new being used (if any) 





(Circle 130 for more information) 
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The sales department usually receives a major portion of 
executive time and attention. That's as it should be, of course. 
But frequently, this means bookkeeping operations are over- 
looked to a point where serious inroads are made in company 
safety, profits, and efficiency. 

The Todd Methods Study Plan can be a decided advan- 
tage to executives, to the bookkeeping staff and to every 
employee of the company. Take our ABC Payroll System, for 
example. It completely controls and safeguards payroll funds. 
It protects employees from loss of pay. It creates good will 
among local merchants and gives the employer an opportun- 
ity to tell his side of the payroll story where it can’t be missed 
—right on the employee's paycheck stub. 

For detailed information, including case histories of 
companies in your own field who have benefited by an ABC 
Payroll Plan— mail the coupon. 


THE TODD COMPANY, Inc., Dept. MM, | 
Rochester 3, N.Y. j 

Gentlemen: Please have your representative 
phone me for an appointment. I'm interested in 
the Todd ABC Payroll System. 





Name of Company 


COMPANY, INC. 
Todd 


ROCHESTER € NEW YORK 
SALES OFFICES IN ¥_ PRINCIPAL CITIES 





Addre is City Stare ‘ 


Your Name and Ti.ie 


Phone Number 
MM-8-55 


Gos Sheu we we aoe! THROUGHOUT THE WORLD 
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(Circle 136 for more information) 
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TEST YOURSELF 


on 


recent tax court cases 





THE QUESTION ’ 


Are royalties on an invention taxable to Taxpayer when the 


contract selling the invention is assigned to his wife as a gift? 


THE FACTS 


In 1929, 


tion, and the purchaser agreed to pay 


Taxpayer sold an inven 


royalties quarterly each year during the 
life of the patent, based on the numbei 
of units sold. The taxpayer assigned 
the contract of sale to his wife in 1935 
as a gift and paid a gift tax thereon. 


Phe purchaser agreed to this arrange- 
ment and royalties were then paid to 
Taxpayer's wife. The Commissioner 
contended that this amounted to noth- 
ing more than a direction to pay royal- 
ties to her on anticipated assignment of 


future income. 


THE RULING 


In rejecting the contention of the 
Commissioner, the Court pointed out 
that Taxpayer had never been in 
the employ of the purchaser, and that 
royalties were not payments for pei 
sonal services performed by ‘Taxpayer. 


It held that the assignment was an 
absolute conveyance of property and 
property rights, and that payments to 
the wife were not taxable to the tax- 
Commissioner, ‘Tax 
May 12, 1955.) 


payer. | Reece v. 


Court of the U:S., 





THE QUESTION 


May a taxpayer deduct, as a business loss. monies advanced in 


a joint venture where such loans become worthless? 


THE FACTS 


Taxpayers, who were engaged in the 
furniture business, associated with a 
third party in a venture in which they 
undertook to produce and market soft 
drink 
spent a great deal of time and money 
on the venture during 1948 and 1949. 
from the 


vending machines. ‘Taxpayers 


Taxpayers later withdrew 
project, which the third party planned 
to continue, and received four notes in 
the amount of $15,000 each from him. 





1950, 


and payable in each of four successive 


These notes, dated January 17, 


years, were to reimburse Taxpayers fon 
the monies they had advanced. When 
the first of these notes was dishonored 
on January 17, 1951, Taxpayers investi- 
gated and found the third party was 
without assets and judgment-proof. 
Taxpayers thereupon claimed that 
all of the 
1951, that they constituted a business 


notes became worthless in 


THE AUTHOR: Benjamin Newman is an attorney (member of the New York Bar) 
who specializes in tax matters, estate planning, and real estate. He is associated 
with the law firm of Koenig and Bachner, in New York. 
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loss for that year, and that the excess 
of such loss over the net income for that 
year be carried back to 1950 and carried 


The 
contended the loss was not deductible. 
Who was right? 


forward to 1952. 


THE RULING 


In a brief opinion, the Court denied 
‘Taxpayer's claimed deductions. There 
is no right of recovery, declared the 
Court, because, whatever loss Taxpay- 
ers suffered by reason of the insolvency, 
or defaulting of the original creditor 


(the third party associate)—‘“. . . it 
avails them nothing in this effort to re- 
cover from the government monies that 
were collected legally... .’’ (Martin et 
al v. Campbell, U. S. Dist. Court. De- 
cided March 9, 1955.) 





THE QUESTION 


Are salaries paid to an incapacitated officer deductible as a 


business expense? 


THE FACTS 


The president of a wholesale and re- 
tail jewelry firm was ill in 1950 and un- 
able to render service. He was partially 
incapacitated in 1951 and 1952. How- 


ever, he was paid his full salary of $30,- 


000 in 1950 and in 1951, and a reduced 
salary of $24,000 in 1952. The Commis- 
sioner disallowed the full deduction of 
the salary payments as a business ex- 
pense of the jewelry firm. 


THE RULING 


The court found that the president's 
services to the jewelry firm during the 
years in question were worth substan- 
tially less than the salary he was paid. 
However, it was shown that the presi- 
dent's efforts in the years prior to 1950 
had been worth more than the $30,000 
salary he had been receiving annually. 
This evidence, plus the evidence that 
the directors of the business intended 
that part of the president's salary dur- 
ing the taxable years under discussion 


was payment for past services, con- 
vinced the court that the corporation 
was entitled to deduct im each of the 
taxable years $10,000, and no more, as 
compensation past present 
salaries for in- 
capacitated officers are not deductible 
as a business expense, and will be dis- 
allowed by the Commissioner, where he 


considers it 


for and 


services. Generally, 


unreasonable. (Perel and 
Lowenstein, Inc. v. Commissioner, Tax 


Court. Decided, May 6, 1955.) 





THE QUESTION 


Are premiums paid by an indivdual for personal disability 
insurance deductible as a business or medical expense? 


THE FACTS 


Taxpayer purchased disability insur- 
ance which would partially replace lost 
income in the event of an injury re- 
sulting in loss of the use of a portion of 
P'axpayer’s body vital to his profession. 


The insurance contract provided that 
in the event Taxpayer suffered full or 
partial loss of parts of his body, the 
insurance company would pay the in- 
sured, or his heirs, compensation. 


THE RULING 


The 
and 


distinction between ordinary 


necessary business 


expenses and 
personal expenses are clearly drawn in 
the statutes, advised the Commissioner 
in his Revenue Ruling (No. 55-331) at 
the request of Taxpayer. Business ex- 
penses are deductible; personal ex- 
deductible. Since the 
benefits available to Taxpayer under 


the policy indemnify him against loss 


penses are not 
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of a portion of the body, the premiums 
cannot be considered business expenses 
within the meaning of the code. 
Furthermore, added the Commission- 
er, since the benefits indemnify Tax- 
payer against bodily injuries and do 
not, in any reimburse him for 
medical disbursements, the premiums 


way, 


paid are not proper medical expenses. 
(Rev. Rul. 55-331, IRB 1955-22, 14.) 


Commissioner 


Does the job 
nobody likes 


(and at big savings! ) 

















The job in an office nobody likes is 
the tedious chore of folding the form 
letters, bulletins, mail enclosures, etc., 
that have to be sent out. And 
usually at the end of a busy day! 

But why have your skilled office 
workers waste time this way? A 

Pitney-Bowes model FH Folding 
Machine will do the work more than 
five times faster—save many payroll 
hours—pay for itself very quickly. 
And it costs Jess than a typewriter! 

With semi-automatic feed and 
electrically driven, the FH is easy for 

anyone to use. (Automatic feed 
optional at slight extra cost). It 

takes only a few seconds to set 

the FH for any job; simply move 

two knobs to adjust for any desired 
FP fold. As easy as tuning your TV! 

It can make two folds at once; 

- double-fold 814x11 sheets up to 5,000 
Costs less per hour; make eight different folds in 
salad iat sheets from 3x3 up to 84x14 inches, of 
many different paper weights and 
finishes; and even folds sheets when 
stapled together. 

Precision built, sturdy but light in 
weight, the FH can easily be carried 
from place to place, takes up little space. 

Call the Pitney-Bowes office listed in 
your ’phone book for a demonstration. 
Or send the coupon for free illustrated 


Tey 


PITNEY- BOWES 


Folding 

















M i ° booklet. 
+ ori ——_ oo eo oe 

Made by Pitney-Bowes, Inc. ... originators Fae aac 4 
of the postage meter . . . 94 branch offices, a Pitney-Bowes, INC. é 
with service in 259 cities in U.S. and Canada. Q 4506 Walnut St, 7 

1 @/ Stamford, Conn. i 

1 Send free booklet on Folding Machine to: i 
Fully automatic i ; 
model FM g Name : 
folds up to 19,000 ¥ Firm e ; 
sheets per hour. 1 

fo Address t 

Leese ee eee eeeeeead 


(Circle 127 for more information) 
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Stampede on the 25th floor! It’s 
a fact that in many office build- 
ings, elevator traffic reaches its 
peak at 10 A.M., the time for the 
“coffee-break”’. Rudd-Melikian’s 
Kwik-Kafé system puts an end 
to this widespread loss of time 
and efficiency. 


Employees take their ‘‘coffee- 
break” right in the office or 


plant, without leaving their work 





CREATORS 
8 


O F 


“The Thundering Herd” 





area, and lost time is cut to 


the minimum. 


Rudd-Melikian, Inc. is the leader 
in the field of ‘“‘coffee-break’’ con- 
trol, installing and servicing 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks af 


no cost to management. 


There is a Rudd-Melikian dealer 


RUDD-MELIKIAN, INC. 


AN INDUSTRY 


(Circle 132 for more information) 





fee-break in your control 


in most principal cities. Contact 


him, or write direct to us. 


You don’t have complete 
control unless 
you. have 


Kwik-Kafé. 





Rudd-Melikian, Inc., 
1949 N. Howard St., Phila. 22, Pa. 


Gentlemen: 


| Please show me how to control 
the "“coffee-break"” with R-M 
dispensers. Booklet MM 1. 


Name Je. oe 
Street 


City... Zone. . . State 


is cic ess uni Sc la em as tun 1D 





THE QUESTION 


Is the motive for the creation 
of a family partnership im- 
portant in determining its 
validity for tax purposes? 


THE FACTS 


In 1940, Roy C. Whayne transferred 


to his wife a 15°, interest in a partner- 


ship composed of himself and his 
brother. The source of partnership 
profits was not from the rendering of 
services, but depended on the invest- 
ment of capital. The Commissioner of 
Internal Revenue refused to recognize 
the status of Taxpayer's wife as a part- 
ner in the firm, and taxed her allocated 
share of profit to Taxpayer. 

Under a stipulation it was conceded 
that the new partnership agreement was 
entered into in good faith and was, 
therefore, considered by the partners to 
govern their rights in the’ business. 
District Court 
found that the transfer of the partner- 


However, the U. S. 


ship interest was for the purpose of 
creating a separate estate for the wife. 
It concluded that the wife’s partnership 
interest was not created for a business 
purpose, and, therefore, was taxable to 
the husband. 


THE RULING 


Upon appeal, the U. S. Circuit Court 
of Appeals declared that in order to 
constitute a valid partnership interest, 
it is not necessary that outside capital 
be invested for a wife’s share in a fam- 
ily partnership. It is not required that 
she render service, especially where the 
success of the company depends upon 
invested capital rather than personal 
participation. The determining ques- 
tion is whether the husband and wife 
really intend to carry on the business 
as co-partners. In this instance, Mrs. 
Whayne had the same legal rights and 
liabilities as did the other partners, 
thus indicating she was the legal owner 
of the 15% partnership interest. The 
Court concluded that this was a bona 
fide partnership, and that Taxpayer 
was not liable for income tax on his 
wife’s income from the partnership. 
(Whayne v. Glenn, U. S. Court of Ap- 
peals, 6th Circuit, May 31, 1955.) 
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sales ideas 
Purchasing and sales 
personnel can ‘get along 





Survey reveals trend toward harmony 


is becoming stronger in both groups 


mums There is a _ definite 
trend toward more careful exploration 
of relationship problems by both sales 
and purchasing executives. A recent 
study of the problems was made by 
Management Development Associates 
of New York. It shows that for the most 
part, both healthy 
awareness of their own contribution to 


difficulties that have always existed be- 


parties show a 


tween the two groups. 
This 


recognition of the need to develop 


was shown by purchasing’s 
better policies, and to create better op- 
erating procedures. It was shown on 
the part of sales by the recognition of 
things: that greater 
should be placed on a customer’s re- 


two emphasis 


quirements, and the purchasing man is 
a useful and effective participant in his 
own company’s management activities. 


Placing the responsibility 


The study indicated a tendency on 
the part of both sales and purchasing 


to be more self-satisfied than is justi- 
fied by the reaction of the other party. 
For example, every purchasing agent 


who answered the question stated that 
his practice in the reception of sales- 
men and the granting of interviews 
was above criticism. However, a high 
percentage of salesmen disagreed with 
this in very positive terms. There was 
a similar tendency on the part of the 
sales people to minimize their own 
shortcomings, and accept without too 
much critical examination any oppor- 
tunities presented to ignore the pur- 
chasing agent in their dealings with 
customer companies. 

A significant but fortunately minor 
percentage in both camps seemed to 
indicate a lack of awareness of the dif- 
ficulties faced by the other. While re- 
lated to “self-satisfaction,” this was a 
deeper element. Where encountered, 
it had fundamental lack 
of understanding which, when correct- 


indicated a 
ed, might substantially improve the 
pattern of relationships. For example, 
many salesmen complained that too 
many purchasing men were increasing- 
ly restricting the time when interviews 
could be held. This true 
when the salesman comes from out of 
town and is seriously inconvenienced. 


Was even 


On the other hand, quite a few of the 
purchasing men were critical of the 
tendency on the part of a small percent- 
age of salesmen. These take up time 
either needlessly or without being fully 
informed before they come to call. 


Some of the more salient detailed 
findings of the two questionnaires dis- 
closed in significant problem areas are: 


1. Back-door requisitioning and sell- 
ing: More than any phase of this sur- 
vey, the problem of back-door requisi- 
tioning and selling highlighted the 
difficulties between sales and purchas- 
ing. It showed, for example, that the 
problem goes beyond the provinces of 
sales and purchasing into the area of 
requisitioning, to become a top man- 
agement problem in the purchasing 
company. While the practice existed in 
a significant percentage of the cases sur- 
veyed, one of the encouraging findings 
there were 
where both sales and purchasing were 


was that many instances 
anxious to find constructive answers to 


such problems. 


Of the purchasing agents, 44° re- 
ported that top management in their 
companies permit salesmen to by-pass 
purchasing at least “sometimes.” Ap- 
proximately 40% of the purchasing 
agents responding reported that requi- 
sitioners in their companies by-pass the 
purchasing agents at least “once in a 
while.” Also 52% of the sales execu- 
tives reported having received requisi- 
tions from customers which “deliber- 
ately by-pass the purchasing agent.” 


Both sales and purchasing executives 
were in agreement in placing the ma- 
jor responsibility for by-passing on 
the requisitioner’s practices rather than 
on the behavior of the supplier’s sales- 
men. In fact, more than 70% of the sales 
executives reported that deliberate by- 
purchasing 


yassing of by salesmen 
] 
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provide for emergency 
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S in cost. Get the facts. Write today. 
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strictly modern 3 ft. and 4 ft. 
office 
enamel. 


speed work 
cuf congestion 


SOUND, POWER 


wt KAY J 





ED 


TELEPHONES AND 
INTERCOM SYSTEMS 


There's a place for these unique 
communication instruments in every 


plant, 
ment. 


office, commercial 


establish- 
NO BATTERIES . . . NO OUT- 


SIDE POWER . . . ALWAYS READY. 
Connect frequently called locations... 
ideal for emergency standby (no main- 
tenance, no deterioration). Wide range 
of handsets, pair phones, intercom 
systems, executive desk sets and porta- 


ble special-purpose equipment. 


Low 


fhe WHEELER insutaten wire Co., INC. 
2WH55B Division of Sperry Rand Corporation 


1133 East Aurora Street 


Waterbury 20, Connecticut 
(Circle 139 for more information) 


ALL-PURPOSE HAT AND 
_COAT RACKS 








Snap-over 
hooks replace 
hangers 


double 
capacity 





Large Capacity in Small Space 
Checkerettes go wherever needed, can be set up 
or taken down in a minute without nuts, bolts or 
tools. Strongly built of welded heavy gauge steel 
box shapes, they stand rigid under any load— 
never sag, sway or wobble. When not needed they 
can be stored away like folding chairs. They have 
more capacity for size—a single bar, 4 ft. unit 
(above, rear) provides 2 hat shelves and holds 24 
coats on hangers (or 32 on snap-over coat hooks); 
the double bar unit, with wider hat shelves takes 


48 coats on hanger (or 64 on hooks). 


units eome furnished in baked 


Write for catalog CT-22 


Smart 


(as illustrated) 


gray 


VOGEL-PETERSON CO. 


“The Coot Rack People" 


1121 WEST 37TH STREET, CHICAGO 9, ILLINOIS 


(Circle 138 for more information) 
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Picture of a Company 


(It could be yours) 
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6 writings 


Production to produce 
necessary forms 
for these 
departments... 


a 
Accounts 
Receivable 





to produce all 
forms for same 





departments. 


No Re-writing! 









Order Department— 
Information typed on DITTO 
Master is never re-written 


..-.and this is the DITTO 
Equipment that does it. 


Imagine, every form needed for shipping, billing 
and even back orders produced without re-writing 
a single word—a tremendous savings in time, 
money, and man power. The same is true with 
purchasing, production, payroll and inventory 
control. With DITTO THE FIRST WRITING 

1S THE LAST. And, too, information unnecessary 
on any form is marked out by simple blockout 
mechanics. Each department is given the specific 
information it needs to do a better job, faster. 
Your company has more efficient control, copying 
errors are eliminated, money and time are saved. 
Write today for facts on how 

DITTO One-Writing systems can help you. 


D ITTO one-writing system 


@e20202020000880800808080808088608080 
DITTO, inc., 651 So. Oakley Blvd., Chicago 12, Ill. 

At no cost or obligation, please send me complete information on a DITTO 
One-Writing System for: 
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' Nam 
Chicago 12, III 
In Canada: DITTO of Canada, Ltd Company 
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either “never” is done, or is the “ex- 
ception” rather than the rule. This 
coincides with the view of purchasing 
executives. For example, only 10° of 
purchasing agents fixing responsibility 
for “by-passing” felt that the suppliers 
were more at fault, 





2. Relationships: Vhe findings in this 
area indicate that there is some dis- 
agreement between purchasing and 
sales with respect to the nature of the 
problem. These differences in view- 
point reveal significant areas for poten- 
tial improved relationships. 

Fully 99°% of the purchasing agents 
responding said that they always grant 
salesmen “a prompt interview,” “an 
honest explanation that he must be 
kept waiting and how long” or “tell 
him at once that he cannot be seen.” 

However, about 50° of the sales ex- 
ecutives said that in at least one out of 
every four calls they encountered difh- 
culties due to waiting for interviews, 
broken appointments, confusion as to 


who buys what, etc. Better than 90°; of 


0 
the purchasing agents claimed that they 
immediately refer salesmen to appro- 
priate Management, engineering, and 
operating personnel. However, only 
27%, of the sales executives felt that 
they receive such handling in 75°; or 


better of their calls. 





3. Status and job understanding: 
If the reaction of purchasing to sales 
and sales to purchasing can be taken 
as a yardstick, both groups can benefit 
substantially from improved efforts to 
better understand both their own jobs 
and the inter-relational problems inher- 
ent to the other party’s job. 

Some 66%, of the purchasing agents 
responding said that more than 50% 
of the salesmen calling upon them do 
not adequately understand the prob- 
lems of their prospects; 46% listed 
“waste too much time” and “nothing 
constructive to offer’ as their biggest 
problems in dealing with salesmen. 

In comparison, 40% of the sales 
executives reporting felt that at least 
half of the purchasing agents they call 
upon do not adequately understand 
their jobs. Although only 26% report- 
ed that they deliberately avoid the pur- 
chasing agent in 50° or more of their 


calls, 61% reported the incidence of 
purchasing agents whom they consider 


“dead ends,” and 17% 


reported the ex 
istence of purchasing agents they 
would designate as “rubber stamps who 


waste time.” 





4, Gifts and entertainment: While 
83% of the purchasing agents respond- 
ing felt that gifts and entertainment 
either were not a serious problem or 
only a minor problem, more than 30°, 
of the sales executives responding felt 
them to be a serious problem. An addi- 
tional 38% felt them to be at least a 
minor problem. 





5. Administration: Only 22 percent 
of the purchasing agents reported 
the “establishment in writing of 
policies, procedures, etc.,” designed to 
improve buyer-seller relations. How- 
ever, 80% reported that such attempts 
at fostering better buyer-seller relation- 
ships (including organization of needs 
and requirements information, prepa- 
ration of buyer’s guides for salesmen, 
etc.) had “generally proved helpful.” 

Although 84 percent of the sales ex- 
ecutives reported that they “recog- 
nized the need for better buyer-seller 
understanding,” less than 20°% report- 
ed ever having made any formal studies 
of the problem, However, 40°% report- 
ed that they had made honest efforts 
to determine scientifically particular 
buyers’ problems, and only 48°% said 
that they had “training programs from 
salesmen which emphasize the buyers’ 
problems.” m/m 


"worth 


Expense account: A _ reasonable 
standard for measuring the cost of 
keeping salesmen on the road is 
hard to determine. Size and _ loca- 
tion of territory, type of product, 
mode of transportation, quality of 
supervision, etc., are factors affect- 
ing salesmen’s traveling expenses. A 
recent survey shows an average of 
$3,619 per salesman per year spent 
for traveling. The low figure was 
$1,826, the high was $6,492. All- 
American Reporter. 
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FOR ANAGEMENT 


How to §olve 


In mergers 


by Leslie M. Slote 
Ass't. to the Pres. Norden-Ketay Corp. 
Management and Labor Relations Consultant 


Editor's Note: The author was Assistant 
to the President of Ketay Instrument 
Corporation prior to its recent merger 
with Norden Laboratories. The observa- 
tions made in this article are a result of 
a detailed study he made of the problems 
management could expect to encounter 
"after the papers were signed.” 


The present wave of 
mergers at the rate of two or more per 
day, is peculiarly typical of the current 
economic trend. During the past 55 
years there have been three other waves 
of mergers, but for different reasons. 

The first major wave came at the 
turn of the century, and was financial 
in nature rather than operational in 
scope. It was characterized by the for- 
mation of the big, restrictive holding 
companies and trusts, such as Standard 
Oil, American Tobacco, and U.S. Steel. 
The second period occurred during the 
late 1920's, involved several thousand 
sizeable industrial while 
some were set up as financial manipula- 


firms, and 


tions, a great many were established in 
order to broaden their operational and 
marketing bases. 

The third wave lasted from 1940 to 
1947 and was directly related to the im- 
pact of wartime economy and post-war 
economic developments. In the fields of 
mining and manufacturing alone, dur- 
ing these years, listings of 2,000 for- 
merly independent companies disap- 
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peared from financial manuals. Char- 
acteristic of the early part of this pe- 
riod was the formation of vertical 
mergers for the purpose of obtaining 
raw materials and sources of supply to 
combat war-time shortages. Immedi- 
ately after the war, horizontal and 
vertical mergers continued to be formed 
for the same purpose, in addition to 
competing for new and growing mar- 
kets. Since World War II, some 8,000 
mergers in all have been effected, and 
the rate shows no sign of slackening. 


Why are they merging today? 


Since 1950, mergers have taken on an 


ntegration problems 


added impetus. They are dictated main- 
ly by economic need, and, in a great 
many cases, corporations are turning to 
the merger as a means of survival in a 
competitive economy. Accordingly, 
most of the current mergers are being 
initiated by corporate management 
itself, rather than by outside financial 
interests. Although most of the widely 
publicized mergers involve companies 
with assets of several million dollars or 
more, thousands of smaller companies 
are finding it advantageous, or neces- 
sary, to merge. A recent study com- 
pleted by the Federal Trade Commis- 
sion shows that mergers occur for the 
following reasons: 





System of reporting for management control 


LEVEL 


First-line 
Supervision 


pointed up for action. 


Factory Dep't 
Head 


Factory Mgr. and 
Piant General 


Manager Summary of product 


deficiencies. 
Division Gen 
Manager 


and variances by each 


CONTENTS OF REPORT 


Quantity and quality of operations in terms of labor and materials. Units 
are expressed in standard vs. actual times or quantities, and variances are 
Reports issued daily. 


Daily summary reports from first-line supervisors’ reports showing standard 
vs. actual dollar costs and variances, a summary dep’t. cost, and analysis of 
cost trend in the dep’t. 


Operating and profit budget showing analysis of estimated vs. actual costs 
dep’t. or cost center, and for the entire plant. 
costs, estimated vs. actual, directing attention to 


Summarizes performance of each plant in terms of standard vs. actual 
costs, analyzes trends and product costs. Furnishes information for Division 


profit planning and forecast based upon trend of actual measured against 


budget. 
Central Top- 
Management 


planning programs. 


Division. Analyses and 


Summary review of production quantity, quality, and costs by product and 
recommendations for short- and long-range policy 





Figure 1. 


REASON FREQ. 


Additional capacity to supply a market 
already supplied by the acquiring 
company, 2 out of § 
| out of 4 


| out of 4 


Lengthened product lines. 
Product diversification. 


Facilities to produce goods the acquir- 


ing firm had formerly purchased. | out of 8 


Facilities to process or distribute goods 


the acquiring firm formerly sold. 1 out of 10 


Facilities in markets not previously 
served, but of the same type already 


owned by the acquiring firm. | out of 10 


Miscellaneous other advantages, such 
as an empty plant, patent rights, good- 
will or name, or acquiring a valuable 


“corporate shell.” | out of 10 


A merger reduced to its simplest 
terms, means that Company A acquires 
Company B, which is then absorbed 
and ceases to exist. Consolidation is 
another form of merger in which Com- 
pany A and Company B merge to form 
Company C, a new corporate entity. 
Mergers are consummated by the out- 
right purchase of assets, or by one 
company obtaining stock control of 
another. A consideration of some of 
the problems that are likely to arise 
and their solutions can assist you, if 
your company is planning to merge, or 
if you have just merged. 


Experience at Norden-Ketay 


In the case of my own company, the 


combination of the Norden Labora- 











HOW A NOTED TRAILER COMPANY 


The problem of Fruehauf Trailer 
Company branches was to deter- 
mine quickly, by model, the loca- 
tion of used trailers in each of 71 
branches so that requests for mod- 
els unavailable in one branch could 
be filled from another. 

To solve the problem, inventory 
information is typed by each 
branch on forms pre-printed on 
Colitho Offset Duplicating Paper 
Plates and sent to the home office, 
where all plates are duplicated. 
The 71 parts are collated and 
bound into books—one for each 
branch. 

Not only are long hours of copy- 
ing and proof-reading of individual 








Colitho Division, 


COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 


498 Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho Idea File. 
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THE “ONE-WRITE” WAY TO RUN A BUSINESS = / 


CUT INVENTORY. REPORT PREPARATION TIME 50% 


reports saved, but also all chances 
of transcription errors are elim- 
inated. Uniform, original-looking 
copies — in perfect registration and 
in any amount desired—are 
obtained at a saving in production 
time of 50%. 

This case history demonstrates 
the economy and efficiency that 
countless businesses now enjoy 
through the use of Colitho Plates. 
We have a collection of these fac- 
tual stories which you will find 
packed with valuable ideas. Just 
use the coupon and you'll receive 
your copy of the Colitho Idea File 


promptly. ¢fa)7 
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tories Corporation and the Ketay In 
strument Corporation earlier this year 
is now resulting in the integration of 
two companies whose product lines and 
engineering know-how complement 
each other. Ketay developed engineer- 
ing skill and manufacturing com 
petence in the field of precision com 
ponents; Norden had done the same 
in the research, development, and pro 
duction of complex instruments and 
systems using these components (bomb 
sights, etc.). The marriage of both com- 
panies has resulted in broadening the 
product base and expanding sales and 
markets through the efforts of an ag 
gressive vigorous management. We 
found that legal consummation of a 
merger is followed by the impact of 
operating problems—the sudden tran 
sition from the paperwork stage to the 
solution of everyday problems. 

One of the first top-level policy de 
cisions needed is to establish the degree 
of decentralized control that will yield 
the most effective operating results. ‘To- 
day’s trend is toward decentralization 
of authority and responsibility by dele- 
gation as far downwards as possible to 
the source of the operation or activity. 
Some major factors to be weighted in 
arriving at such a decision are geo 
graphical location of plants, whether 
products are similar or entirely differ- 
ent, the type of manufacturing proc- 
esses, nature of the sales market, and 
distribution problems. 

Decentralization in practice is estab 
lished function by function, conside1 
ing such major activities as Sales, 
Manufacturing, Engineering, Purchas 
ing, Industrial Relations, and Account- 
ing. For example, plants in separate 
locations will usually have to be oper 
ated on a decentralized basis as far as 
manufacturing and accounting are con- 
cerned, with a considerable degree of 
autonomy placed in the hands of the 
local General Manager. Sales might be 
handled by a central sales organization 
if the merged product fits into the cur- 
rent product line. However, it might 
also have to be decentralized on a plant 
or area basis if products, services, or 
distribution problems are different and 
unique. There are numerous exceptions 
to both types of situations. For ex- 
ample, a single product might be han- 
dled by separate sales organizations 


boun centralized and decentralized be- 
cause of special problems brought about 
by government and commercial sales, 
customer sales and distributorships, 01 
domestic and foreign markets. 


Beware of duplicate activity 


Decentralized functions have coun 
terpart functions located elsewhere. 
Therefore, a high degree of coordina- 
tion and communications is necessary 
for the direction of over-all corporate 
efforts, and to avoid expensive duplica 
tion. In the case of a large company 
acquiring a relatively small operation, 
it may be practical for the parent stafl 
to assume the additional duties of con 
trolling and coordinating counterpart 
functions in the new acquisition. In the 
case of larger or more diversified ope 
ations, a centralized home office may 
have to be set up with its specialized 
staff in Sales, Manufacturing, Account 
ing, in order to establish, coordinate, 
and control the administration of cor 
porate policy on the local plant level. 

The development of the decentraliza- 
tion concept can only be made an ac 
tuality through the building of an in- 
tegrated reporting system. Control, co- 
ordination, and communication § are 
based upon adequate management re- 
porting. Immediate consideration must 
therefore be given to answering the 
question of what information is needed 
locally and centrally for each level or 
echelon. The entire reporting system 
must be set up for quick analysis based 
upon the “management by exception” 
principle, and must be set up to enable 
immediate action to be taken at each 
echelon. One manufacturing company 
in its decentralized operations, sets up 
its manufacturing reports to the various 
management levels shown in Fig. 1. 

I am familiar with several companies 
who have enlarged their scope of oper- 
ations through mergers. A summary of 
their thinking and know-how resolves 
itself into the following steps: 


1. Realization that decentralization is a 
"must", setting up self-autonomous, 
local operating units, which for prac- 
tical purposes are treated as separate 
profit centers. 

2. Local reorganization (organization plan- 
ning on the local level) to make de- 
centralized operating control possible. 

3. The selection and development of a 
competent local management team. 
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4. Centralized control by corporate top- 
management, which hinvitlies over-all 
policy planning and direction, guides 
operations, and evaluates results. 


Notice that top-management shows up 
as the last step in this progression, 
although in effect it comes first in con- 
trolling the entire organization. 
Watch the organization structure 

Organization planning is a must, il 
vour newly merged entity is to function 
as a unit. It means planning how you 
will operate, grouping corporate func- 
tions for administrative purposes, and 
showing how these functions are related 
to each other. It is good planning to 
make the organization structure flexible 
enough to permit the addition of future 
acquisitions without needless rearrange 
ment and shuffling. Although the of 
ficers’ and directors’ jobs are usually 
established before merging, other key- 
level jobs must be specified as soon as 
possible. Determine which key person- 
nel are to be retained in current posi 
tions, eliminate the needless duplica 
tion of counterparts, and assign key 
personnel to newly created positions. 
Merging human beings 

Integration in practice means that 
two or more companies, formerly run 
on different management concepts, 
must now operate as one organization. 
It means taking care to avoid friction 
and personal animosities, and allaying 
the natural suspicions that comparable 
echelons have towards each other. The 
biggest job in any merger is that of 
merging people. 

Liaison teams from various manage- 
ment and supervisory levels exchang- 
ing visits, and the posting of bulletins 
to communicate to the worker what is 
happening, are useful morale builders. 
\ problem of vital interest to all em- 
ployees involves the new program of 
employee benefits, personnel policies, 
and the wage and salary structure. A 
joint committee from both companies | 
should be assigned to study and equate 


employee benefits, and to report on a 


uniform, consistent personnel program. 
The question of seniority, for example, 
may Cause unrest if it is not promptly 
settled. Some companies solve this by 
granting seniority 


job-tenure from 


original date of hire in the acquired 





company, and seniority for purposes of 
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» “Gentlemen, 


we're running this business like a popcorn stand!” 





McBEE 





When a popcorn vendor takes inventory, 
he checks the salt and butter and makes a 
rough guess at how much corn’s in the 
popper. Guesswork likewise establishes 
the work-in-process figure in many a 
company’s monthly statement. 

Hence this board chairman’s uneasi- 
ness. He has only an estimate on the 
value of goods going through the shop. 
He doesn’t know how much has been 
actually invested in them — collectively or 
by type of product. Under existing pro- 
cedures, he can’t find out for weeks, till 
a detailed physical inventory is taken. 

As it happened, one of the directors 
knew about Keysort punched-card 
accounting. He gave us a plug. 
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Next day, the McBee man showed the 
chairman how Keysort could give him 
exactly what he wanted, and on time, too 
— by the 4th of each month. Result: no 
more “guesstimates” in this company’s 
statements. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. On your desk 
monthly, weekly, daily—as your needs 
require. Whether you run a titan of in- 
dustry or a 100-man branch plant. And 
at remarkably low cost. 

The McBee man near you can show you 
how it’s done. Jt will take him one hour, 
from start to finish. Phone him or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢* Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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his name is 
Integrated Data Processing* ...\DP for short. 


there's a new baby in the office! 











He’s a baby now, but IDP is destined to be a “big man” in offices 
everywhere. 


IDP thrives on Egry Continuflo business forms. Egry has de- 
veloped new products and new systems designed to help speed 
the growth of IDP. 


Egry forms for Integrated Data Processing machines and systems 
feed smoothly—stay in perfect alignment. They’re available in 
many sizes and constructions. 


Mail coupon for more details on Egry forms for IDP. 


*IDP.... the integration of procedure for the mechan- 
ical recording, transmitting and re-use of original 
writings in business systems. 
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1 
| THE EGRY REGISTER COMPANY ! 
DAYTON 2, OHIO I 
| Please send me the Egry Business Forms & Systems booklet 
| and details on Egry Forms for IDP. | 
| 
| NAME 
COMPANY 
ADDRESS 
CITY z ZONE STATE___ | 
I 


In Canada: EGRY CONTINUOUS FORMS LTD., Toronto, Montreal 
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receiving employee benefits from date 
of acquisition. However, there are ex- 
ceptions. Vacations ought to apply 
from original date of hire, but this 
could become awkward if the acquired 
company had a “15-year” club with spe- 
cial privileges. In many cases it might 
be wise to specify employee benefit 
policy at the time of merging. 

If your objective in merging is to 
round out and expand your present 
product line, decide if you are going to 
retain separate manufacturing facilities 
or locations. A high priced labor mar- 
ket and high operating costs may indi- 
cate the liquidation of a local plant 
operation by transferral to another 
plant, or by dividing it up among sev- 
eral plants. However, this can be bal- 
anced out by access to raw materials or 
markets or considering that in a skilled 
operation, liquidation or excessive in- 
terference can destroy the manufactur- 
ing competence that builds the product. 
Continued operation of separate plants 
may be best after consideration of such 
factors as costs, present production, 
loading compared to potential plant 
capacity, and the skill of the local man- 
agement team. Or, the final answer may 
be a compromise solution in which a 
better use of manufacturing facilities 
results from the shifting of selected 
product items from plant to plant for 
more efficient manufacturing. 

A merger is a quick way of acquiring 
a ready-made manufacturing facility, 
an experienced management team, tech- 
nical and engineering know-how, a 
larger market or a ready market plus 
marketing skill in new or unfamiliar 
enterprises. Technical advances _ in 
products, materials, and methods, plus 
radically changing markets may require 
quick decision and action. Develop- 
ment and expansion on your own may 
prove costly and turn out to be a 
failure. The merger is proving the ideal 
and quick answer to many manage- 
ments. Often, it is the only way to buy 
time and know-how. In other cases, 
surplus cash may prompt the decision 
to acquire another company. Aside 
from a more attractive consolidated 
statement and balance sheet for the 
stockholder, a merger can improve the 
new company’s financial position in 
terms of combined assets, working 
capital, and credit. m/m 








FREE SAMPLE 


SORTKWIK 





a faster, cleaner way to 
sort, count, file papers 


Wherever you have extensive paper han- 
dling of any kind, you'll handle it faster 
with SORTKWIK. 

Just apply SORTKWIK, a pleasant finger- 
tip preparation, to your fingers and rub 
between fingers and thumb to create a 
greaseless, stainless, tacky film. SORT- 
KWIK enables you to sort, count, file 
without clumsy rubber fingers or unsani- 
tary, messy sponges. 

It’s clean, convenient and washes off 
quickly. Widely used by banks, insur- 
ance companies, department stores—wher- 
ever paper is handled in quantity. Once 
you try SORTKWIK, you'll never be 
without it. 


Send for your free, regular size container 
on your business letterhead TODAY. 


At your stationers for only 50c each or $6.00 a doz. 
LEE PRODUCTS COMPANY 
Dept. M-8, 

2736 Lyndale Ave. So., Mpls. 8, Minn. 
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You Get Things Done With 
Boardmaster Visual Control 





2 } 

ve Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

ty Ideal for Production, Traffic, inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4g50 including cards 
| 24-Page BOOKLET NO. M-400 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 
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How to revive an | 
suggestion system 


ee Hardly a plant or ot 


fice exists today without some form ol 


a suggestion system. In spite of its 


widespread existence, few companies 
are realizing the valuable results that 
can be obtained from a suggestion sys 
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tem because they fail to get whole 


hearted employee participation. Ob- 
taining such employee cooperation was 
Production 
Control Dept., Mishawaka Plant, of 
the United States Rubber Company. 


For a three-year period (1951-1953). 


the problem facing the 


this department of sixty eligible em- 
ployees submitted a total of twelve sug- 
gestions. This figure even included the 
departinent’s participation in a plant 
campaign in 1953 
which offered merchandise prizes in ad- 


wide suggestion 


For the first 
3 months of ’54, the record stayed the 


dition to the cash awards. 


same—two suggestions submitted. 
When another suggestion campaign 
on a plantwide basis was planned for 
the last week in March the first 
week in April, a different course of 
taken. The Department 
Manage appointed a committee com- 


and 
action was 


posed of Production Control 


super- 
visors and employees, instead of a single 
supervisor as in 1953. This committee 
of four supervisors and four employees 
had, as its primary goal, the promotion 
of the suggestion system within the de- 
partment. This promotion was planned 
during the campaign, as well as for the 
balance of the year. All department 
sections were represented on the sug- 
gestion committee. 

The held 
during working hours and met twice 
a week 


committee its meetings 
just prior to, during, and im- 
mediately after the campaign. During 
the rest of the year, meetings were held 
once every two weeks. Employee repre- 
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a. 








1951 2 
1952 3 
1953* 7 














1954 





Prior to committee forma- 


tion : 2 
During factory wide 
campaign 127 


6 month interval after fac- 
tory wide campaign & 


prior to Dept. cam- 

paign on 21 
During dept. suggestion 

campaign ; 56 


Total 1954 


sentatives were placed on equal footing 


with the management representatives 
in all the work of the committee. 
During the initial discussion, the 
committee decided there were five pri- 
mary reasons why the majority of the 
department employees had not par- 
ticipated in the suggestion program 
during the past three years. The de- 
partment supervisors had not shown 
any concern over the lack of employee 
suggestions. They had done little to 
boost the suggestion system. Employees 
were generally uninformed about im- 
portant details of the suggestion sys- 
tem, i.e., what type of suggestions were 


DEPARTMENT 
SUGGESTION RECORD 


by Gilbert A. Thomas 


Production Control Department 
U.S. Rubber Co., Mishawaka, Indiana 








Suggestions 
1951-1954 submitted 
per eligible 
Suggestions Suggestions Cash employee 
Year submitted accepted awards per year 


* Only one of the seven suggestions subr:itted was turned in during the 1953 Suggestion Campaign. 





0 — 033 
I $5.00 .050 
2 $20.00 116 


0 0 036 
40 $571.00 2.31 

5 $64.00 388 
18 $84.00 1.02 





$719.00 3.75 


wanted, how to write a suggestion, 
what constituted a valid suggestion, how 
awards were made, etc. The length of 
time taken to act on employee sugges- 
tions was overly long. A suggestion 
dealing with the manufacturing proc- 
esses has to be put into effect before 
final acceptance and payment of an 
award. In some cases, six or nine 
months had elapsed while various fore- 
men and engineers were holding the 
suggestion for “evaluation.”” ‘There was 
a lack of proper and complete informa- 
tion on why suggestions were rejected. 
This led to a feeling by a few em- 
ployees that they were not treated 























wo USE 
LOOKING, 
OSCAR YOU 


AN'T SEE MY 
PAYCHECK 
27 THROUGH THIS 


iy oO UTL 0 OK” 
ENVELOPE! 







PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are ahso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows 
but the 
name. This improves 


y personnel relations. 


employee’s 


S Send for Samples 


\ ws and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1001 W. Washington Blvd. Ct 3 ’ 
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Oxford PENDAFLEX® 
“CARRY FILE” 


Take your papers anywhere! 
Features new style HANGING FOLDERS 


Executives: Your stylish ‘traveling office’, 
for reports, letters, minutes. 

Salesmen: Carry price books, photos, testi-- 
monials, samples, other sales data. 

Home ‘‘Managers”: Perfect for household 
papers—bills, budget, taxes, insurance. 
Made of lightweight steel, tan finish. Brass 
lock, leather handle, piano-hinge. Holds 25 
Pendaflex celluloid-tab hanging folders, 
which can’t slump or sag. Size 9 x 13” x 
10%” high. 

FSR RBBB 


® Clip coupon for catalog, name of dealer g 
@ Oxford Filing Supply Co., Inc. - 
MH 27 Clinton Road, Garden City, N. Y. : 

a 
@ Name : ee ee 
§ ® 
Address_— ' —_—_________—_____—-._ 8 

£4 
@ City, State__ ; ® 
& 


PPP CCC CET PP i 
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very fairly in the past. 

To solve these problems, at the next 
department supervisors mecting, the 
committee chairman reviewed the past 
record of the department. He stressed 
the important position the supervisor 
occupies in the success or failure of the 
entire suggestion program. The various 
ways of encouraging the free flow of 
ideas between supervisor and employee 
were discussed. 

The committee decided upon a de 
partment goal of 80 suggestions for the 
two-week suggestion campaign. Flyers 
were distributed publicizing this goal, 
clearly defining the suggestion system 
rules, describing how cash awards are 
determined and what constitutes an ac 
ceptable suggestion. Daily notices were 
placed on the bulletin board listing the 
work problems that existed and needed 
solutions. Displays were exhibited 
showing examples of waste, damage, 
and scrap. The department manage) 
composed a letter which was repro- 
duced and was given to each employee 
who submitted a suggestion. It thanked 
the employee for his suggestion and 
encouraged him to continue to offer his 
ideas for work problem solutions. 

Special emphasis was given to the 
follow-up program. Persons responsible 
for deciding upon the acceptance of 
suggestions were contacted and urged 
to expedite the processing of all sug- 
gestions they received. Any _ specific 
complaints about the suggestion sys- 
tem were investigated and a fair and 
honest answer to the complaint given. 
Department supervisors took time to 
personally give employees a satisfactory 
reason for rejections. 

The goal of 80 suggestions was 
reached a week before the campaign 
ended. At the end of the two-week pe- 
riod, 127 suggestions were received. Of 
these suggestions, 40 were accepted and 
received cash awards totaling $571. 
Employees of the Production Control 
Department won 2nd, 3rd, and 10th 
place in the factory-wide campaign. 

After the campaign, interest was 
maintained by monthly flyers and no- 
tices on the bulletin board. The de- 
partment supervisors reviewed each 
employee's suggestion record when they 
went over each quarterly personal rat- 
ing. Twenty-one suggestions were sub- 
mitted in the six months afterward. 

The committee decided to hold a 
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Seeburg music goes anywhere 


FACTORIES 


Wherever your business is located—in a large 
city, a suburb or a small town—you can have 
the benefits of a Seeburg Music System. 
The Seeburg Plan. Highlight of this unusual 
plan is a LEASE-PURCHASE agreement 
covering all the equipment. Nominal monthly 
payments apply toward your eventual owner- 
ship of the entire system. 

The Seeburg Music. Another distinctive fea- 
ture of this modern music service is the 
Seeburg Background Music Library. Every 
selection has been arranged and _ pro- 
grammed for work and atmosphere use. 


OFFICES BANKS 


The Seeburg High Fidelity Music System. 
Nucleus of the system is the world-famous 
Select-O-Matic mechanism with capacity of 
400 selections of music. And, it’s high fidelity 
all the way. So now, background music and 
high fidelity reproduction become one and 
the same thing. 


Paging Service. A complete, efficient, easy- 
to-use paging and public address system is 
included. 

Use with Existing Sound System. You'll be 
happy to learn how simply you can add See- 
burg music to any existing sound system. 





HOTELS AND CLUBS STORES 
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The Seeburg Library Unit in modern, attractive, self-contained limed oak cabinet. 






eae nay $ 


satay: 





The Seeburg Custom Unit, mounted on sliding metal tracks for 
neat, compact, built-in commercial and industrial installations. 


The Seeburg Background Music Library. Monthly refresher service. 
Pressed for Seeburg by RCA Victor Custom Record Department. 


J. P. Seeburg Corporation, Chicago 22, Illinois. 
Please send information on Seeburg Background Music 
Service. 
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department suggestion campaign for 
the last six weeks of 1954. A depart- 
ment goal for 40 suggestions was set 
and the same techniques were used as 
during the _ factory-wide campaign. 
Again the goal was reached and sur- 
passed. During the six-week period, 56 
suggestions were submitted. Eighteen 
received cash awards. 

The chart on page 15 shows the sug- 
gestion record for 1951-1954. The sug- 
gestions submitted during 1954 by the 
department employees resulted in sav- 
ings of over $7,500 for the first year. 

There is no magical way to revitalize 
a suggestion system. However, it can be 
done by an earnest and honest ap- 
proach to the problem of employee- 
employer relations. The suggestion sys- 
tem is a tool to stimulate the flow of 
ideas and suggested solution to work 
problems from employee to employer. 
In order for this to be accomplished, 
the employee must feel his ideas are 
wanted, know what the problems are, 
be assured his ideas will receive honest 
consideration, receive just compensation 
for his suggestions, and be told satis- 
factorily why his idea wasn’t accepted. 

The committee submitted the fol- 
lowing suggestions to the Factory Man- 
ager as aids for a better flow of ideas 
between employee and employer. 

1. Let the employees know, and solicit 
their help, in solving all problems. 

2. Form management-employee sugges- 
tion committees in large departments 
to help promote suggestions. 

3. Clearly define and publicize rules of 
a suggestion system: eligibility, how 
awards are made, when and how 
awards will be paid, what is an accept- 
able suggestion, writing a suggestion. 
4. Decrease the length of time required 
to answer suggestions submitted. 

5. Add the subject of suggestions sub- 
mitted to the personnel ratings. 

6. Supervisors should explain to em- 
ployees why their suggestions were re- 
jected, encourage them to continue to 
turn in ideas, and make them feel their 
efforts are appreciated. 

7. Each department head or superin- 
tendent should receive a list of the 
employees who turned in suggestions 
during the past month. This list should 
be passed on to the employee's im- 
mediate supervisor for personal con- 
tact and comment. m/m 
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Hand her a letter, 
a news clipping, 
any office 
record... 


She'll make 3 


photo-exact copies 


in | minute 


THOUSANDS of companies are 
speeding routines with the complete- 
ly different Kodak Verifax Copier. 
Costs only $240... makes 3 copies 
of any record for less than 4¢ each. 
What it saves in one month often ex- 
ceeds its cost. Let’s consider the savings 
for you and your secretary alone. 
[] You'll seldom have to dictate a let- 
ter which, for the most part, quotes 
one you have received. 
] You'll never be short of copies at 
meetings. 
[] You'll never have to wait for extra 
carbons to be typed ... or for your 
“only copy” to be returned. 
[] You won't have to send your rec- 
ords out of the office to be copied. 
C] Your secretary will save at least a 
half-hour in copying just one report. 
[] She won't have to proofread ... 
Verifax copies are photo-exact. 
C] She'll double your savings on dicta- 
tion—won't have to take notes and then 
transcribe. 
In short, the sav- 


ings on your job 











and hers in one 

month should ex- 

ceed the $240 cost 

? of a Kodak Verifax 
Copier . . . without 
even consider- 
ing compar- 
able savings 
of others in 
your office. 


KODAK VERIFAX COPIER 
only $240 

—— MAIL COUPON TODAY ~ 

Eastman Kodak Company 

Business Photo Methods Div. 

Rochester 4, N. Y. 

Please send information about Verifax 

copying and names of near-by dealers. 





Name 





197 





Position 








Company 


Street 





ee Bak 
Price quoted is subject to 
change without notice. 
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The revolution in business 


FACTS YOU SHOULD KNOW ABOUT AIRCRAFT COSTS 


1. A minimum of two-thirds of the total cost of the airplane operations continue 
whether the plane is flown or parked in a hangar. 


2. For economical utilization, a business airplane should be operated from 400 to 
600 hours per year. An average of 50 hours per month is considered normal. 
To estimate the cost of owning a company airplane, multiply the estimated hours 
you would expect to fly in a year by the cost per hour of the plane (or type) 
you are interested in purchasing, using the figures below. 


AIRCRAFT OPERATING COSTS PER FLIGHT HOUR* 


According to the National Business Aircraft Association 


Multiengine Dollars 
Low Average High 
DOUGLAS DC-3 
109 184 264 





LOCKHEED LODESTAR (L-18 145 201 296 


LOCKHEED VENTURA (PV-1 167 279 366 


BEECHCRAFT D-18-S 


61 109 224 





DEHAVILLAND DOVE 


85 96 108 





Single-engine 
BEECH BONANZA 


“Sn, 





ian 


CESSNA 195 51 53 58 


ltt tttt PPP P PE EE ECC OCOCOCOOOCOCOCOCOCOCOCe. © © 8 


RYAN NAVION 


19 36 72 





uum In this era of indus- 
trial decentralization, the many com- 
panies who have shifted their plants to 
smaller towns have become saddled 
with another problem: the increasing 
difficulty of executive travel. A com- 
pany-owned airplane has provided one 
important solution to this problen.. 

Prior to 1940, approximately 50% of 
all plants were located in cities having 
a population of more than 100,000. 
Since then, this figure has dropped to 
about one-third. About 30% of all new 
plants were established in towns of less 
than 10,000 population. 

When a sales manager whose home 
office is in a small Midwestern town 
must make a fast, extended trip 
through the South and Southwest, 
stopping at a number of other small 
cities, the problem reaches its peak in- 
tensity. He doesn’t have the time to 
travel by car or train. Regular airlines 
don’t stop at many of the towns on his 
itinerary, and a combination of com- 
mercial plane and railroad or car 
would still not make any serious in- 
roads on the length of traveling time. 

Businessmen who have turned to the 
privately owned small “company air- 
plane” report that flying has provided 
substantial savings of executive time. It 
has put traveling on a speedy, economi- 
cal basis, has given the company an 
extra portion of prestige, and even in- 
creased safety to travelers. ‘There are 
12,000 company-owned airplanes oper- 
ating today and an additional 9,500 
private planes being used more than 
50% of the time for business. 

An example of the effect of company 
aircraft on the business of a small manu- 





* Computed from questionnaire forms sub- 
mitted to business aircraft operators. It 
should be pointed out that aircraft oper- 
ating costs are variable, depending upon 
hours of operation, type and age of air- 
craft, geographical location, maintenance, 
depreciation policy, number of aircraft 
operated (fleet basis), and so on. These 
figures should be used only for guidance 
purposes. 
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flying 


The only publication Baas 


of its kind 


facturer in a comparatively inaccessible 
location is demonstrated in the case his- 
tory of the Rynel Corporation of 
Sterling, Illinois. Sterling is approxi- bd ° 
mately 125 miles from Chicago and is the integrated. office 
serviced only by a once-a-day train. 
When the company purchased its first 
airplane several years ago, only 35 em- 
ployees were on the payroll. The physi- a handbook for management on 
cal assets of the company were worth 
about $125,000. 

Within 30 days after the purchase of office remodeling, relocating, building 
the plane, business backlog went from © 
$30,000 to $300,000. Company spokes- 
men explained this spectacular rise in 
business as a direct result of the acquisi- 
tion of the plane. Salesmen were able 
to get to the potential customer and 





then bring the customer back to in- | iF yOu have been thinking about remodeling, moving, enlarging your offices, here’s a practical, 
vestigate facilities for wider and closer . . ‘ ‘ ‘ : 
ieee » down-to-earth guide that will save you hours of trial and error planning. The 1954 issue is crammed 

relationships. In the marketing of a 

. . . i ° , . 
highly technical product, this expanded full of solutions to management’s most pressing problems: 
communications and_ transportation 
system proved invaluable. 8 ect new quarter: How much does it cost to redecorate 

Two years after this initial invest- E 4 caro - a 
ment, the backlog rose $3,000,000; the : does it cost to move iow to handle sale and lease-back of property 


number of employees tripled; and the 
physical assets reached a high of over 
$600,000. During this period, the com- 


ng-term | lal I low to expand an existing building 


pany increased its air wing from one to Each of these questions—and this is only a partial table of contents—is written by a recognized expert 
three planes. ‘ : . ‘ . 
Tis tnternstinasl Barve Com |} in terms of his experience with well-known firms. Dozens of photographs and plans guide your selec- 


pany of Chicago has been using com- » tion to the proper solution to your needs. To order, use the postage-paid order card bound into this issue. 
pany-owned aircraft since 1947. Not cia | » £9 00 

only are the two twin-engine DC 3’s We'll bill you later. OFtL) — 
and Beechcraft 18 S operated for execu- 
tive travel, they are also used in com- 3 PSS SPSS KSE SESS SESSKEEETSSSSHSSSSSESESSESESSSHSEEESEESESE HESS ee ee ee eee eee ee ee eeeEeeEEeEEs 
pany functions such as sales promotion, 
engineering, customer relations, public 
relations, etc. 


A FEW COPIES OF THE 1953 issue STILL AVAILABLE 


During a 23-day period from January The 1953 edition of THE INTEGRATED OFFICE covered completely differ- 
ent subject matter. Its general theme was a detailed breakdown of the 


factors involved in office layout and planning. Together, the two issues 


15 to February 7, 1955, one of the com- 
pany airplanes completed 90 hours in 


the air, flew 127,689 passenger miles provide a complete "package" for the business concerned with office 


layout, building, furnishing, and renovation. While they last, 1953 copies 
are available at $2.00. Use the special order card bound in this issue of 
MANAGEMENT METHODS. 


and 15,331 air miles with an average of 
8.4 passengers per trip. Company of- 
ficials believe this to be a record for all 
executive flying. The two larger air- 


craft have been averaging 750 flying 





hours annually, on trips to such places 
as Mexico, Cuba, Puerto Rico, and all 
parts of the United States. m/m 
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paE-AESTEA 


at 100 TIMES 
NORMAL SPEED 


to assure 
@ perfect register 
@ free-flow feeding 
® accurate alignment 


é ah 


run unattended 


Naturally, you won’t ever run your forms at 
this speed! But PRE-TESTING under ab- 
normal conditions assures you of positive 
operation of the forms we design for your 
requirements. Even when used on tabulators, 
teletypewriters, automatic typewriters with- 
out constant attendance of an operator, 
American Lithofold forms run smooth, true, 
fast! 





Which type meets your needs best? 


@ LITHOSTRIP 
the most efficient continuous 
form ever devised 


@ LITHOFOLD 
for fanfold machines 


@ LITHOSET 
carbon-interleaved single sets 


TEST their accuracy on your 
own machines... 


Write today for free samples! 


ae 
seit 


500 BITTNER ST 


Copnit 
ST. LOUIS 15, MO 
(Circle 100 for more information) 


HOW 
INDUSTRIAL 


VISION PRO- 


GRAMS PAY OFF. 


SURVEY SHOWS HOW 


COMPANY AND EMPLOYEES 


BENEFIT FROM A SOUND PROGRAM. 


mm After five years of 
operation, our management is con- 
vinced that vision testing pays divi- 
dends. ‘The company has benefited in 
higher productivity and better quality, 
with less absenteeism and industrial 
accidents. For the employees, the pro- 
gram has meant higher wages, better 
morale, and occasionally, the difference 
between an employee losing and keep- 
ing his job. We have conducted surveys 
which unquestionably prove the value 
of our vision program. 

First, we try to select employees with 
“eyes for the job.” A study was made of 
the percentage of employees who have 
least makeup pay, and who passed or 
did not pass visual standards for the 
jobs being performed. It was shown 
that in one department, 36% of the 
workers with least makeup pay did not 
pass standards, while 64% did. 

In another department, 35% of the 
workers with least makeup pay failed 





THE AUTHOR: Louise E. Barthold, Em 
ployee and Community Relations Depart- 
ment, General Electric Company, Cleve- 
land, Ohio. 


to meet standards on the vision test, 
while 65% 
the third department, 32°% of the work- 


did meet them. Finally, in 


ers with least makeup pay did not pass 
standards while 68% did. 

In another study, it was shown that 
there was an increase in average hourly 
earnings of workers meeting visual 
standards as compared with those who 
did not meet them. Projecting their 
figures for a year’s period, it appeared 
that workers meeting visual standards 
made between $62.40 to $124.80 more 
than workers who failed to meet them. 

The relation between vision and 
work quality was also studied. Among 
employees who met the vision standard 
for the job, 69% were designated 
“good” inspectors (using objective cri- 
teria of points earned), and only 31% 
were “poor” inspectors. On the other 
hand, when employees did not meet the 
vision standard, only 35% were “good” 
and 65% were “poor” inspectors. 

Absence may be aggravated by in- 
adequate vision. The absences of 207 
unit mounters were studied over an 
eight-month period. Of these, 141 met 


the vision standards for the job and 66 
did not. Those who met the standards 
had an average absence rate per month 
of 5.6, while those who did not had a 
6.6 absence rate. The difference noted 
was significant at about the 8% level, 
which means that the chances are 92 
out of 100 that the difference was due 
to chance. 

We periodically re-test the vision of 
present employees in a continuous pro- 
gram. In one recently established fac- 
tory largely employing young women 
for fine assembly work, only 19% of 
the group was found not to meet the 
vision job standards. But in a long 
established factory employing men 
whose average age was almost forty, 
with more than ten years of continuous 
service, the percentage of vision failures 
was 49%, or 309% higher. It is to the 
advantage of management and the em- 
ployees to be aware of effects of middle 
age on near vision acuity. 

The company checks the vision of 
employees preliminary to providing 
safety goggles. It has been shown that 
visually competent employees are safer 
workers. They have fewer accidents. 
Over an eight-month period, the rela- 
tion of minor accidents to visual skills 
among female inspectors was studied. 
In this group, 75% of the inspectors 
met the vision standards for their job. 
They had 54% of the total accidents. 
Sut the 25° 
not meet the vision standard had 46% 


> of the inspectors who did 


of the total accidents of the group. The 
mean number of accidents for those 
who met the standard was 4.44 while 
the mean was 11.33 for those who failed 
the standard. The chances are 95 out of 
100 that this is a real difference—not 
due to chance. 

Lastly, we encourage employees to 
seek professional help when needed. 
The relation between job performance 
ratings and eye care was studied. Em- 
ployees were rated by their foremen be- 
fore and after having received profes- 
sional eye care. It was noted that 36% 
more of these workers were rated as 
above average producers after they had 
received professional eye attention. 

rhose findings, and many other ex- 
periences, have shown that vision test 
ing in industry is important, is worth 
far more than it costs, and is sound and 
practical. m/m 
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CHOOSE ANY ONE 
OF 3 MAJOR FIELDS 





...or select a variety program 
in each of these areas. 


* General Systems and 


Procedure Subjects 


* Operations Research 








In each of the 3 Major Fields you may select the 
kind of sessions which will mean the most to you! 


General Sessions ...A 
unique series of forums, cover- 
ing a wide range of important 
systems activities; each ses- 
sion featuring a _ speaker 
experienced in the special 
field of discussion. Pleasant, 
informal atmosphere. Open 
discussion period follows each 
presentation. 


Regular Seminars .. . Join 
other executives with similar 
interests in intimate and re- 
laxing “‘round table’’ discus- 
sions presided over by key 
Systems Engineering person- 
nel. Seminars limited to 22 
executives to allow complete 
participation by all. 


In-Plant Seminars ... For 
the first time, Seminar Ses- 
sions on actual location! See 
examples of the subject of the 
Seminar in action! Visit lead- 
ing automotive concerns... . 
the Detroit City Government 
. .. top insurance companies 

. a public utility operation 

. a large university. Par- 
ticipation also limited for In- 
Plant Seminars. Register now 
to assure the Seminar of your 
choice! 








monday, october 10 


tuesday, october 11 


During each of the three days of the conference there will 
be a full schedule of General Sessions. As described here, 
several General Sessions will run concurrently during most 
time periods. Choose the topics that interest you most to 
make up your own “perfect program.”’ General sessions will 
provide unique opportunity to secure up-to-the-minute in- 


formation from outstanding authorities. 





Keynote Address... 


GEORGE W. TROOST 
Director 
Chrysler Corporation 


George W. Troost, keynote speaker for the 8th International Systems Meeting, 
is well known in automotive and other industrial circles. Joining Chrysler 
Corporation in 1935 as Assistant Comptroller, Mr. Troost became Vice 
President in 1949, and Director in 1951. His company is one of the pioneer 
leaders in the adaptation of advanced management systems. 





The Human Equation In 
Q. Organizational Planning .. . 
HUGH WICHERT 


Studebaker-Packard Corporation; 


Detroit, Mich. 


Practical Work Simplification 
Before Automation... 
HARRY P. BUBOLTZ 

Western Auto Supply Company; 
Kansas City, Mo. 





Measuring Office Operation 
For Incentives . . 

W. GILBERT BROOKS 
Pitney-Bowes, Inc.; 

Stamford, Conn. 


Training Personnel For 
Electronic Application To 
Business Problems . . 

Dr. ARVID JACOBSON; 
Wayne University; 

Detroit, Michigan 





Basic Concepts Of 
Operations Research... 
ROBERT FURGUSON 

Methods Engineering Council; 
Pittsburgh, Pa. 





Quality Control In 
The Office... 

ALEX L. HART 

Alex L. Hart Associates; 
New York, New York 


Information Handling With 
* Modern Communication 
Facilities ... 

B. E. WYNNE 

Western Md. Railway Co.; 
Balt., Md. 


Techniques Used By The 
Operations Research Team 
RUSSEL ACKOFF 

Case Institute; 

Cleveland, Ohio 





Procedures For The 
Procedure Writer... 
PROFESSOR CLIFFORD I. HAGA 
University of Minnesota; 
Minneapolis, Minn. 


Challenges To Management 
in Current Electronic 
Developments... 

Dr. JOHN MAUCHLY 
Eckert-Mauchly Div. 

Rem. Rand Corp.; 
Philadelphia, Pa. 





Cost Reduction Through 
Records Management .. . 
JOHN P. H. DETHMAN 

Ford Motor Company; 
Dearborn, Mich. 


Experience In Installing A 
* Large Scale Electronics 

Computer... 

R. M. GILMORE, JR. 

Chrysler Corp., Parts Division 

Centerline, Michigan 
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The ‘‘Job Shred-Out:”’ A 
Management Simplification 
Procedure... 

ROGER BELLOWS 

Roger Bellows and Associates; 
Detrott, Michigan 





Getting The Most Out Of: 
Manual Methods 

And Devices... 

DAVID GINDOFF 

Gindoff and Berlfein; 


Los Angeles, California 


Some Early Experience Indi- 
‘cations Of UNIVAC Applied 

To Business Problems... 

JOHN FINELLI 

Metropolitan Life Insurance Co.; 


New York, N. Y. 





For Better Communication 
oo» EPY Listening! ... 

Dr. WESLEY WIKSELL 

L. S. U.; Baton Rouge, La. 


Yardsticks For Punched 
* Card Applications .. . 

R. S. MCLAREN 

Dravo Corporation; 

Pittsburgh, Pa. 





Management Improvement 
Programs... 

DAVID WOELLNER 
Consolidated Vultee Aircraft; 
San Diego, California 


Gathering The Facts For 
Streamlining Procedures . 
RICHARD NEUSCHEL 
McKinsey & Co.; 

New York, N. Y. 





A Central Intelligence 


Program For Management... 


RAY EPPERT 
Burroughs Corp.; 
Detroit, Michigan 
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Application Of Statistics To 
Business Systems... 

ROBERT W. JOHNSON 

Touche, Niven, Bailey and Smart; 
Pittsburgh, Pa. 





NOTE: 


General Sessions and Seminars 
cannot be combined during any 
given day, as Seminars are sched- 
uled for the full day. From the ses- 
sions listed for each time period, you 
select the one which you want to 


attend. 





Registration includes banquet 
and all lunches 
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Seminars offer you an opportunity to join other executives 
interested in the same subject and spend a full day of lec- 
ture and discussion . . . exploring the latest developments 
in the field .. . exchanging ideas . . . evaluating experiences 
and techniques. These Seminars are planned workshops 
held under the leadership of selected men who are qualified 
both in their field, and in conference management. 


Choose Regular or Industrial Site Seminars 


As indicated under the Seminar listings below, some ses- 
sions will be regular hotel meetings (all ‘‘200” Series 
Seminars), while others will be held at in-plant locations 





(“300” Series Seminars) provided by leading Detroit Busi- 
nesses. Most industrial site seminars will be located in 
plants which offer an opportunity to see actual examples 
of the subject of the Seminar in action. Plant tours will 
be conducted in most locations. Transportation will be 
provided from the hotel. 


In-plant Seminars will be held at the following locations .. . 


Ford Motor Company e Burroughs e Michigan Hospital Serv- 
ice @ General Electric-Carboloy e City of Detroit e General 
Motors @ Wayne University @ Chrysler Corp. @ Standard 
Accident Ins. Co. @ Ford of Canada e@ Michigan Bell e 
Argus Cameras. 

























All Seminars will be available each of the three days except where otherwise noted. 





forms control 
... Seminar No. 301 


work simplification 


. -. Seminar No. 202 
Seminar 302 (Tues. & Wed. only) 


organization of a systems & pro- 
cedures department 


... Seminar No. 303 


work measurement 
... Seminar No. 204 


conference leadership 


... Seminar No. 205 





organizational planning 


... seminar No. : 


organizing for an electronic survey 
... Seminar No. 330 


me ee ee ee ee ee 


application of electronic data 


to payroll 
. .. Seminar No. 232 


to billing and accounting 
... Seminar No. 333 


to production planning and 
material control 


... Seminar No. 234 


integrated data processing 


... Seminar No. 331 
Seminar No. 231 





organizing for operations research 
. .. Seminar No. 261 


operations research applied to 
inventory management 


. .. Seminar No. 263 


operations research applied to 
production control 


. .. Seminar No. 264 
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operations research applied to 
market research and distribution 


... Seminar No. 265 


operations research applied to daily 
manufacturing problems 


... Seminar No. 362 





OCTOBER HOTEL SHERATON 
10, 19, 12, 8TH INTERNATIONAL SYSTEMS MEETING CADILLAC, 


1955 DETROIT 


OF THE SYSTEMS AND PROCEDURES ASSOCIATION MICHIGAN 


Note: Please Type or Use Black Ink 
REGISTRANT'S NAME CHECK WHICH: 


S.P.A. NON- 
MEMBER | MEMBER 
FIRM NAME 


FIRM ADDRESS (NUMBER, STREET, CITY, ZONE AND STATE) 


“FOR COMMITTEE USE ONLY: 
MAILING CODE _ | DATE CHECK REC'D. DATE BILLED 


~“ SCHEDU LE OF REG sISTRATIONS 


1. REGISTRATION FOR GENERAL SESSIONS: | 2. REGISTRATION FOR SEMINARS: 
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THIS RESERVATION IS MADE SUBJECT TO 
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NON- 


COMPLETE LIST 


OF EXHIBITORS: 


Addressograph-Multigraph 
Corporation 


Burroughs Corporation 
Cal Murray, Inc. 

Charles Bruning Company, Inc. 
Commercial Controls Corporation 
Cummins-Chicago Corporation 
Diebold, Inc. 
ElectroData Corporation 


Facit, Inc. 


Friden Calculating Machine Co., Inc 


General Fireproofing Company 
Gestetner Duplicator Corporation 


International Business Machines 
Corporation 


LeFebure Corporation 
Lansdale Products Corporation 
Marchant Calculators, Inc. 


Monroe Calculating 
Machine Co., Inc. 


Ozalid 
Recordak Corporation 
Remington Rand, Inc. 
The Haloid Company 
The National Cash Register Co. 
The Standard Register Company 
Thomas A. Edison, Inc. 
Bhitlul tmecliCcicls Meus 
Times Facsimile Corporation 
Vue-Fax Corporation 


W. B. Gregory & Son, Inc. 


Western Union Telegraph Company 
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How to solve the problem 
of "make or buy” 


If vou can ‘better’ outside costs, 


you have an obvious argument for 
making parts instead of buying them. 
Again, if vou can better outside quality 
on items where quality matters, that is 
a good argument for making, accord- 
ing to Carter C. Higgins, President and 
General Manager of the Worcester 
Pressed Steel Company. However, he 
cautions against basing cost estimates 
on incomplete statistics. 

Usually, inside manufacture involves 
the same costs as a supplier’s, exclud- 
ing the latter’s shipping, and 
profit. Recently, for instance, a 
tomer of Worcester Pressed Steel com- 


sales, 
cus- 


plained 
each on an operation where he felt his 
own cost was a quarter of a cent. In- 
vestigation disclosed that his estimate 
was based on the cost to run a part 
through his presses. He omitted cost 
factors of bringing parts to and from 
the press, getting the press ready to 
operate, tool repair, press repair, super- 
When 
swung 


at 3 quotation of two cents 


vision, and any overhead costs. 
these were added, 
toward the two cents charge being low. 

A key reason for buying is to take 
advantage of a supplier’s specialized 
facilities and know-how. Many of the 
most important automotive design ad- 
vancements, Higgins says, can be traced 
to the initiative and forward-looking 
design accomplishments of competent 
suppliers. Other advantages of buying 
from suppliers are: 


the balance 


1. Less floor space needed. 

2. Less work in process inventory. 

3. Greater flexibility in meeting 
changes in demand. 

4. Greater equipment range available 
to meet changes in design. 

5. The supplier can keep expensive 
equipment busy for several customers, no 
one of whom could afford to invest in it 
for a few weeks’ work each year. 
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starters 


Thought Starters deal with a “practical solution to a management problem.” 
Editor invites contributions—which are paid for at our normal space rates. 


The 


6. The manufacturer does not pay for 
off-specification parts. 

7. Freedom to concentrate on your 
main line of business rather than being 
sidetracked to study new techniques and 
problems. 

8. Because of small volume or because 
of other capital needs, the investment in 
making is not attractive. 


Many times manufacturers may not 
care to make secrets of production and 
design known by sending prints and 
instructions out for examination and 
quotation. Also, many parts are difh- 
cult to ship. A plant, temporarily out 
of work, may want to keep key men 
busy. These are sound reasons for 
making your own component parts. In 
the long run, 
portant, competitively, 
est cost. Manufacturers can generally 
do better by buying from suppliers. 


it is usually more im- 
to get the low- 


lA 
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J FILING 


Using subject filing as an 
adjunct to chronological filing 


S. Rosenfeld, Controller 
Gov't. of Israel Supply Mission 
New York, New York 


I would definitely go along with the 
management consultants’ idea in the 
April 1955 issue of MANAGEMENT METH- 
ops on having a chronological file sys- 
tem for correspondence as a secondary 
file in the case of law firms. Un- 
doubtedly the correspondence records 
are chiefly called for by the names of 
their and the estab- 
lished accordingly. Similarly, this sys- 
tem could serve in other 


clients files are 
professional 
offices and small businesses. 

I would not recommend this system 
for the 


ganizations, or 


majority of commercial or- 


Government agencies 


whose day-to-day activities are very 


diversified and range from administra- 
tive to legal, purchasing, or production, 
This 


and related files. diversification 





VERSATILE KEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 





SP EEDS Copies anything written, printed, typed or 
PAPERWORK drawn onto paper masters IN 3 MINUTES! 


Anything written, typed, drawn or printed can be reproduced with 
photographic accuracy in about three minutes, by xerography, onto an 
offset paper master for runoff of multiple copies on an offset duplicator. 
Original copy may be enlarged, reduced or reproduced same size by 
xerography in XeroX® copying equipment. Copies can be made from 
one or both sides of original material by xerography. 

For use in diazo type machines, translucent intermediates can be 
made from any original subject in the same speedy way. 

There is no limit to the versatility of the dry, electrostatic xerography 
process in paperwork duplicating applications. It is now possible, with 
xerography, to produce up to eight copies from one xerographic ex- 
posure, including an offset paper master 
or translucent master for multiple copies. 

And, in addition to speeding paper- 
work and cutting duplicating costs, xerog- 
raphy eliminates re-typing, proofreading 
and errors. 





bd Write for ‘proof of performance” folders showing 
how xerography is saving time and thousands of 


From original to paper 
maser in three minutes 


dollars for companies of all kinds, large and small. 


THE HALOID COMPANY 
55-8X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) <a | 
The fastest, cheapest, most versatile wey to make masters for deplicting 7 


(Circle 113 for more information) — 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer magnetic 
dictation machine 


Here is the greatest improvement 
in dictation’s 68 year history! Dic- 
tate as easy as talking. Make an 
error—re-word a phrase? It’s no 
problem. Simply backspace and re- 
dictate the new or correct thought. 
It is recorded as the old erases it- 
self, magnetically. You’ll hand 
your secretary perfect dictation 
she will transcribe faster and better. 
Only magnetic dictation gives you 


this new freedom and simplicity. 


YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 


IN A FREE OFFICE TRIAL OR DEMONSTRATION 






























DICTATION'S GREATEST TRIUMPH! 











1887 


The first dictation 
machine with 
fragile wax cylin- 
ders that had to 
be re-surfaced 


The first record First flexible 
type dictation. plastic belt. A 
Disadvantage definite advance, 


only one use. one use. 








TODAY 


om The amazing 


Comptometer 
Erase-O-Matic 
belt. Never wears 
1939 1948 out, can be used 
indefinitely, er- 
rors can be erased 
magnetically. 


costly, breakable, but still costly, # 
. 





MAIL 
COUPON 
TODAY 


NAME 
COMPANY 
ADDRESS 


CITY 
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Comptometer Dictation Division 
Felt & Tarrant Mfg. Co. 
1712 Marshfield St., Chicago 22, Illinois 


Gentlemen: Without any cost or obligation 





please arrange: 
[-] FREE DEMONSTRATION 
[_] FREE 10 DAY TRIAL 


[-] Send complete information 


COUNTY 


TITLE 


STATE 


(Circle 148 





for more information) 


RE-USABLE BELTS 
NEVER WEAR OUT 


Comptometer’s Erase-O- 
Matic belts, made from 
miracle Mylar®, can be re- 
used thousands of times—a 
tremendous economy fea- 
ture. They are renewed 
magnetically, in just three 
seconds, without removing 
from machine. 


HI-FI VOICE 
REPRODUCTION 


Comptometer’s magnetic 
dictation means high fidel- 
ity —true, authentic repro- 
duction of your voice, 
making it easier to under- 
stand for faster, more per- 
fect transcription. 























Combination 
Dictation-Transcription 
Machine 


The new Comptometer 
Dictation-Transcription Machine, 
the world famous Comptometer 
Adding-Calculating Machine, and 

the new Comptograph 10-key 

Calculating-Adding Machine 

are products of Felt & Tarrant 
Mfg. Co., Chicago 22, lil. 





results in the receipt, creation, and ac 
cumulation of many different kinds of 
records consisting chiefly of letters, pur- 
chase and sales orders, memoranda, 
telegrams, and other documents. I sug- 
gest using a combined subject-alpha- 
betical name filing system. 

The records in the majority of com- 
mercial organizations and Government 
agencies are more usable if arranged by 
subject so that the full story is in one 
place. This way, the files are organized 
into thought units. These records 
would serve as the primary file and nor- 
mally would be the first place to look in 
a search for correspondence. A carbon 
copy of a distinct color (light green 
with us) of each outgoing letter, mem- 
orandum, cable, etc. is made and filed 
in the subject file with the related in- 
coming correspondence. 

We have also established alphabeti- 
cal names files. In addition to serving 
as primary files when records are called 
for by the names of the addressee, they 
can be used as a secondary file for cross 
reference purposes similar to the 
chronological file. A carbon copy of a 
distinctive color (white with us) of each 
outgoing letter is filed alphabetically 
by name of addressee. When there is 
no subject file established, we dispense 
with the copy for the subject file. 

Incoming letters are generally filed 
in the subject file. We make a cross- 
reference sheet for the alphabetical 
name file only on important letters. 
One Government of Israel agency with 
whom we regularly correspond writes 
in duplicate; one copy is automatically 
detached and filed in the alphabetical 
name file, eliminating cross-reference 
sheets, and the other, going to the ac- 
tion party, generally winds up in the 
subject file. 

While the initial work is faster in fil 
ing chronologically than by alphabet, 
subsequent finding of the records is 
much quicker in the alphabetical name 
file. This is the time when pressure is 
greatest on the filing personnel and 
when the files prove their value by 
prompt and efficient service. Generally 
the approximate date of a letter may be 
known. To find the letter wanted 
would probably require going through 
hundreds of letters in the chronological 
file. However, all that is required in an 
alphabetical name file is to go to the 


methods 





OPNWINDO 
Steel Guides 








Ideal for expanding out- 
grown filing systems. This 
movable clamp-on guide has 
1001 other office uses to 
save time and _ improve 
your filing. 


Available in 1 or 2 inch 
widths. Packed 25 to box with 
labels in strips for easy typing. 
Also alphabetic labels to 200 


subdivisions. ——_a 
ly if: 
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See Your Office 
Supply Dealer 
or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


~A 





For More Than 50 Years a Complete Line 
of Lime-Saving Signals and Indexes 





(Circle 133 for more information) 


HAVE YOU HEARD ABOUT... HAVE YOU SEEN 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 















record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 


| about 50% less than 
® steel; cost less than 
some corrugated paper 


files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


2 





CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
eus names in 
ail types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


(Circle 105 for more information) 
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addressee folder and pick out the letter. 
Seldom does the situation exist when 
the addressee or the person sending the 
letter is not known. 

The combined  subject-alphabetical 
name filing method enables our files 
supervisor to provide prompt file serv- 
ice which is his special commodity. He 
is getting the most practical results in 
the shortest period of time and at the 
lowest over-all cost. 
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Joint undertaking for 
local use of atomic energy 


Three of Minnesota’s largest indus- 
trial firms announced recently that they 
had entered into a joint undertaking 
in the field of atomic energy, to evalu- 
ate and further nuclear developments 
of interest to the state and its indus- 
tries. The companies, all of them ex- 
tensively engaged in nuclear activities 
in their respective business fields, are 
Northern States Company, 
Minneapolis-Honeywell Regulator 
Company, and General Mills, Inc. 

To administer the cooperative under- 


Power 


taking, the three companies have set up 
an organization to be known as the 
Minnesota Nuclear Operations Group. 
Primary purpose of this group will be 
to determine objectives and activities 
in the atomic energy field that will be 
beneficial to the state and Minnesota 
industry. The group will make recom- 
mendations to the member companies 
regarding methods by which these ob- 
jectives can best and most practically 
be achieved. An operating committee, 
consisting initially of one member from 
each participating company, will be or- 


ganized to carry out the group purposes. 


eA 


J PERSONNEL eat © atc 








Annual employee report lists 
individual's fringe benefits 


To show the employee the total cost 
of fringe benefits, and each individual 
employee’s share of these, the First 
National Bank of Miami annually dis- 





( Advertisement) 


How Industry Found a Way 


e TO ENGINEER NEW PRODUCTS WITH A CAMERA 
e LOWER THE COST OF SCREEN PRINTING 
® TOUGHEN THE BASE OF PHOTOGRAPHIC FILM 





@ Because so much modern engineering 
depends on studying events that occur 
too fast for human eyes to see, high- 
speed photography has turned into one 
of the engineer’s most potent tools. 
Take the photograph above. Here, the 


~ camera got the facts on nozzle disper- 


sion of a do-it-yourself paint can. 

For this job, engineers loaded their 
camera with Du Pont “Superior” Press. 
Its great sensitivity permits shooting at 
very low light levels even with high 
shutter speeds. And special develop- 
ment will push its nominal 200 expo- 
sure index as high as 1,000 — often the 
difference between blanks and fully 
exposed negatives! 


Du Pont ‘Superior’? Press can capture 
time-and-motion studies, explosion data, 
construction progress—a whole host of 
phenomena. Why not mail the coupon for 
full data on this high-speed film? 





® These instrument dials (part of a Link 
Trainer) were printed by the silk-screen 
process. Formerly used mostly by sign 
painters, screen printing has become 





Du Pont 


DU PONT 
PHOTOGRAPHIC 


N 
PRODUCTS = 
Firm 
Title 
Street 
BETTER THINGS FOR BETTER City 


LIVING .. . THROUGH CHEMISTRY 











2496 Nemours Building 
Wilmington 98, Delaware 


tremendously popular with industry for 
the printing of plastics, fabrics, un- 
coated metals —a wide range of hard- 
to-print materials. 

Screen printing puts on a lot of ink 
(for durability). It’s done with stencils 
—formerly hand-cut, but now often 
made with Du Pont Screen Process 
Film. Screen Process Film helps speed 
up jobs like these because it is simpler 
and more precise—photographically 
precise. And production costs on many 
jobs have been reduced. 


If you want complete information on 
Du Pont Screen Process Film, just fill out 
and mail the coupon. 





FILM BASE THICKNESS 


(APP. 20 x MAG.) 


{ “CRONAR” 


(.004”) 


ACETATE 
(.0055") 















@ The film that’s used by lithographers, 
newsreel cameramen and Sunday snap 
shooters comes in two parts, emulsion 
and base. Over the years there’s been a 
lot of test-tube juggling and slide-rule 
pushing over the emulsion half of this 
team, but film base has been compara- 
tively neglected. 

Not by Du Pont, however. In a few 
months, many Du Pont emulsions will 
be coated on a revolutionary new base 
which we’ve named ‘“Cronar.”’ Its 
strength and dimensional stability are 
so high that it can be made thinner than 
any other film base, and still make the 
toughest, least “stretchable” films 
available. 


First production of “Cronar” polyester 
photographic film base will go where it’s 
most needed—to the graphic arts. Soon 
thereafter, you'll find this latest prod:ct 
of Du Pont research in all of the 
familiar Du Pont film boxes. 
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Please have your Technical Representative call. } 
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bd | PHILCO AIR CONDITIONERS, Dept. N-8 | 
| C & Tioga Streets, Philadelphia 34, Pa. | 
| Kindly mail latest literature about the Philco EXTRA CAPACITY 7 
1% H.P. Air Conditioner that can be installed in a window, through l 

a woll, or with ducts. 
| | 
| NAME . 

& 

| FIRM | 
| ADDRESS : 
|} city ZONE | 
7 COUNTY 7 
| 


= New 1 Horsepower 
PHILCO Air Conditioner 


Choe ¢ (000 sa 


rol mt di lele) aw Va-te 








Ss of any 1! horsepower air 


conditioner you have ever seen or read 











about, you will find this new EXTRA 
CAPACITY Philco now sets a new standard 
for the industry. Side-by-side tests prove it 
will cool far larger room areas than other 
1% H.P. units, and you are invited to make 
your own tests with ANY OTHER air 
conditioner you wish to choose. 

Make any comparison you wish... check 
all features and flexibility of installation— 








with or without ducts. This Philco—the 





Model 152-M—will prove to you beyond 
any doubt that here is the most advanced 
1% H.P. air conditioner on the market. 


Fits in Window or Wall ... can be connected with ducts to cool 


several rooms, a suite of offices or in many cases an entire building! 


(Circle 126 for more information) 
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tributes a check-book style booklet. A 
simulated check is strategically placed 
on the inside back cover. Here, the 
individual's name and_ the total 
amount of his benefits are entered. 

The sixteen-page booklet begins with 
a tribute to their employees, extracted 
from the annual report to stockholders. 
Then, after a page reporting the an- 
nual total income, the various costs, 
such as materials and service, building 
maintenance, interest, insurance, taxes, 
charity, wages, payment to stockhold 
ers, etc., are listed on simulated checks 
with explanatory captions added. 


ea 


Employee ‘post office’ reduces 
company handling problems 








A miniature “post office” at Parke 
Pen Company eliminated special mail 
handling and provided a convenience 
popular with employees. The post office 
includes a small stamp machine and 


collection box for employees’ personal 





mail and packages. Previously, these 
items were picked up by the firm’s mail 
department messengers, as part of regu- 
lar collections in different departments. 
Special handling was required to keep 
personal mail from going through the 
company’s postage meters. 

With the collection box, no personal 
mail is mixed with company mail, but 
is picked up as one bundle. The in- 
stallation was the result of an employee 
suggestion. Approximately 16% 
ployees use the post office every day. 
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THE MANAGEMENT METHODS 


work 
center 


“2. men and machines 
dowt work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 


even creature comforts — 


are properly integrated.” 
“intecrated office 
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a site 
a building 


Here's how one firm relocated their home office to assure a centralized administration 


After three years of 
concentrated study and intensive re- 
search to determine the best site for a 
consolidated home office, we decided to 
lease an acre of office space in the heart 
of downtown Cleveland. 

The basic choices we faced were 
threefold. We had to decide between 
Cleveland, our home town, and Chi- 
cago, where we have six plants. We had 
to determine whether we should lease, 
buy, or build. And, last but not least, 
we had to choose between a suburban, 
a downtown, or an in-town fringe area 
location. 

To understand the reasoning behind 
our selection, and our need to cen- 
tralize home office operations and _per- 
sonnel, it is necessary to have a capsule 
view of the company’s background and 
growth. Glidden is highly diversified, 
with five divisions and 28 _ plants 
throughout the country. We produce a 
great variety of products, including 
paint, packaged food, chemicals, naval 
stores, vegetable oils, and pharmaceu- 
tical items. 

While at first glance these products 
may appear unrelated, a closer look re- 
veals a logical progression of imiegrated 
diversification. In each case, where a 
new product line was added, it was re- 
lated in some manner to an existing 
company product. This corporate pro 


cedure built up; to a certain degree, an 
interdependency among the various 
divisions. Often, a major decision in 
one division affects the operations, or 
even the policies, of another. For this 
reason, it became apparent that the 
most efficient arrangement of home of- 
fice facilities would be the consolida- 
tion of division heads at one central 
location. This would provide a ready 
interchange of thoughts, and the easy 
arrangement of conferences, between 
division executives. 


Greater centralization needed 


This centralization of our manage- 
ment group had actually been adopted, 
informally, through the 
many of the division headquarters were 


years, and 
located in Cleveland. Unfortunately, 
however, the Cleveland home _ office 
operations and personnel were inef- 
ficiently scattered in different sections 
of the city. Many logically-related de- 
partments were separated because of 
cut-up and dwarfed facilities. 

Part of the home office group was lo- 
cated on two divided areas of a build- 
ing in downtown Cleveland, while the 
paint administration and headquarters 
financial staffs were housed at our paint 
plant, some 10 miles from the down- 
town section. 


Home office personnel at the plant 


by B. W. Maxey, Vice President, Finance 
The Glidden Company 


location were spread over seven floors 
in three separate buildings. Also, jam- 
med into these office buildings was our 
expanding Central Region sales force. 
Because of this situation, many office 
functions were forced into the plant 
itself, taking up valuable and greatly 
needed manufacturing facilities. 


Building committee formed 

That was the picture in early 1952 
when a building committee was formed 
by the Board of Directors. As a first 
step, the committee projected our rate 
of growth in order to determine the 
future physical facilities that would be 
needed for home office operations. 

The original survey indicated that 
existing facilities better 
utilized by a re-division of space be- 
tween the various departments. But 
even this would only be a temporary 
measure, since it was evident that ex- 
panded home office space would be re- 
quired in the near future. 

It was also apparent that all the plant 
office space would have to be turned 
over to the Central Region paint divi- 
sion, to keep pace with the steady in- 


could be 


crease in the sale of paint products. 
There was no possibility of erecting 
another office building at the plant site 
since there was not sufficient ground 
space to handle that type of facility 
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There's no interruption of office routine when installing Weldwood Movable Partitions. Workman in- 
stalls partitions in offices of General Dynamics Corporation, New York City, during regular business hours. 


Beautiful wood paneled offices 
yet you can change them overnight! 


Now with Weldwood Movable Partitions you 
can have all the beauty of real wood paneling 
plus quick-change flexibility. 


Exclusive Weldwood metal key construction 
locks panels together quickly and rigidly yet 
allows rearrangement in a few hours. 

You save up to 50% in installation costs 
because Weldwood Partitions are extremely 
simple and have few parts; they can even be 
installed by your own maintenance crew or 
complete installation service can be provided. 
Superbly grained walnut, natural birch and 
blond Korina® Partitions are regular stock 
items; mahogany, elm, maple, oak and other 
woods are available on order. The distinctive 
beauty of real wood paneling complements 
any decorating scheme, is an important factor 
in employee morale. 





Beautiful walnut Weldwood Movcble Partitions and Weldwood Mineral Core Doors are use throughout 


No painting— no redecorating, Occasional 
waxing is the only maintenance needed! 
Fire-resistant Weldrok® panel core is an 
effective sound barrier—it’s twice as efficient 
in absorbing office noises as a 2x4 stud parti- 
tion with metal lath and plaster on both sides! 
Like to know more? Ask your architect (he'll 
find all specifications in Sweet’s Files) or 
write for descriptive brochure and name of 
nearest distributor to United States Plywood 
Corporation, Dept. MM-8-5, 55 West 44th 
Street, New York 36, New York. 


Weldwood + 


MOVABLE PARTITIONS 


A product of 
UNITED STATES PLYWOOD CORPORATION 


rld’s Largest Plywood Organization 


i ———— 


executive offices of General Dynamics Corp. Distributor: Nuroco Woodwork, Inc. 
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and still leave room for plant expan- 
sion. Previous experience had also 
proven it was not a wise policy to have 
the home office too closely associated 
with any one divisional unit. From this 
point, it was necessary for the building 
committee to evaluate various sites im- 
partially, and submit its report to the 
Board of Directors for final decision. 


Choosing the city 

After initially considering the geo 
graphical location of Glidden plants, 
major markets, and transportation fa 
cilities, the committee finally advanced 
the two logical sites—a Chicago suburb 
or the general area of Cleveland. 

A Chicago location offered two prime 
advantages. We have six plants in that 
area. Therefore, travel time and cost 
would be reduced with the home office 
centralized there. More important, the 
Chemurgy Division headquarters, 
through necessity, had been established 
there. Only by locating home office 
operations in Chicago could we achieve 
a 100% 

Some of the off-setting factors of a 
Chicago location included a moving 
cost of approximately $600,000, the 
necessity of disrupting the business con- 


centralization. 


tacts of the home office personnel, and 
the possible loss of goodwill in Cleve- 
land and the surrounding area. It was 
also pointed out in the report to the 
directors that closer contact could be 
developed between Cleveland and the 
Chemurgy Division through utilization 
of direct wires and the installation of 
other modern communicating devices. 


Selecting a site 

In analyzing Cleveland as a home 
base, it was necessary to consider three 
possible areas — central downtown, 
fringe section of downtown, and subur- 
ban sections. The first survey concen- 
trated on cost differentials in securing 
space at various locations. Since Cleve- 
land is limited in the number of build- 
ings that could satisfy the requirement 
of 45,000 net square feet of integrated 
space, the analysis had to cover the 
possibility of purchasing or erecting a 
building as well as leasing. 

Initial cost surveys made it evident 
immediately that it was not financially 
prudent to purchase an existing struc- 
ture nor locate in a fringe downtown 
area. The expense in acquiring space 


in a fringe section was substantially the 
same as other sites, and such a location 
lacked easy accessibility and the pres 
tige of a central downtown address. 
Narrowing the choice of Cleveland 
suburban areas was a comparatively 
easy matter, since personnel records dis 
closed that 80% 
employees resided on Cleveland’s west 


of Glidden home office 
side. A well-located land site was found, 
and cost estimates were secured for the 
land purchase and building erection. 

The next step was to decide on a 
specific building in the downtown sex 
tion for comparative purposes. ‘The 
logical choice was the Union Com 
merce Building, where we had main 
tained a section of our home office for 
a number of years. Past experience had 
proven that the maintenance service 
was good, and rental cost was compara 
ble to any like downtown structure. 

Additionally, the Union Commerce 
was one of the few Cleveland buildings 
physically able to supply the needed 
space. Building officials offered the en- 
tire ninth floor, which encompassed a 
net area of 45,000 square feet—exactly 
in line with our requirements. While 
the space required remodeling to secure 
maximum efficiency through smooth 
work flow patterns, the floor layout de 
sign was excellent. 

Making a decision 

From this point, it became a matte 
of comparison between the three pro- 
posed locations — Chicago, Cleveland 
downtown, and Cleveland suburban. 
Cost was the first test. ‘Tangible ex 
penses such as rental, construction, 
remodeling, air conditioning, salary 
variations, moving, maintenance, util 
ities, taxes, insurance, and various oth 
er items were compiled for each loca- 
tion and scrutinized on a comparative 
cost basis. Surprisingly, the cost analysis 
showed relatively little variation be- 
tween the three possible sites. 

From here, the committee made an 
employee - by- employee investigation, 
which entailed individual studies for 
approximately 200 personnel. ‘The em- 
ployee’s residence was listed, the 
method of transportation used in get- 
ting to work, the route taken, and the 
time consumed. Each employee was 
asked his or her personal preference as 
to the home office location. Following 
this, the advantages of the two Cleve- 


methods 








land locations were outlined and com- 
pared with those previously compiled 
on Chicago. 

Attractive features of the suburban 
location included: savings for the ma- 
jority of employees in transportation 
time and cost; ample parking facilities; 
more relaxed surroundings which 
might result in higher efficiency; and a 
slight saving in clerical salaries. 
number ol 


There was, of course, a 


off-setting factors. But the decision to 
locate downtown did not rest so much 
on the disadvantages of a suburban 
location, as it did on the multitude of 
benefits that were gained by centering 
in downtown Cleveland. 

With 


Commerce Building, we are able to 


headquarters in the Union 
maintain closer contact with banks, at- 
torneys, civic organizations, Community 
activities, advertising and public rela- 
tions agencies, and investment com- 
panies. It is convenient to all types of 
transportation for local and out-of-town 
trips, hotels, restaurants, reference 
sources, and other services necessary to 
both the company and its employees. 
Employees can conveniently live in 
any section of town and we, in return, 
have a city-wide draw for clerical em- 
ployees. By remaining in the same 
building, we were able to save a sub- 


Also, 


there was no loss of personnel. Neithe: 


stantial sum in moving costs. 


was it necessary for any number of 


employees to spend considerable time 
details that would 


have resulted from the construction olf 


on a multitude of 
a new building. It is also highly im- 
portant that the present location offers 
unlimited room for future expansion. 

Also considered in the final analysis 
were the improved public transporta- 
tion facilities that were being installed 
in the Cleveland area, These would en- 
reach downtown 
quickly and conveniently, regardless of 
their point of residence in the Cleve- 
land region. 


able employees to 


Concentrated study was 
given to the city plans calling for an 
increase in parking space, the construc- 
tion of additional freeways, and the 
promotion of a subway development. 
Remodeling work at our new ninth 
floor location is progressing, and it is 
estimated the complete move will be 
the next 20 
months as space is available. m/m 


accomplished — within 
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A typical TECHNIPLAN arrangement for efficient departmental set-up. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke TECHNIPLAN is the original 
modular steel office equipment. It applies mod- 
ern principles of design and engineering to the 
problem of your particular office layout. TECH- 
NIPLAN allows you to utilize to the maximum 
a given amount of space, and at the same time 
increase personnel comfort and efficiency. With 
TECHNIPLAN’S flexibility, an almost unlimited 


number of arrangements is possible, and group- 


(Circle 112 for more information 


) 


ings can be tailored to insure easy communica- 
tion with convenient desk-to-desk work flow. 
Free-standing partitions are available to form 
ideal private offices, executive suites or depart- 
mental sections. TECHNIPLAN means modern 
appearance...maximum efficiency in your office. 
Your Globe-Wernicke dealer will be glad to dem- 
onstrate TECHNIPLAN. He’s listed in the “Yel- 


low Pages” of your phone book. Or write us direct. 





™ 
Meat : (a ae ie GLOBE-WERN 
~/ oe. ‘ 4) we pe i ® 
CINCINNATI 12, OHIO 
OF TH VORLD’'S FINEST 2UIPMENT SYSTEMS FILING SUPPLIES AND VISIBLE RECORDS 
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HAUSERMAN MOVABLE WALLS 


Save $11,655 in 6 Years 


FOR OLIN MATHIESON CHEMICAL CORPORATION 


Better allocation of space... consolidation of departmental 
activities ... increased office efficiency. These are the results of in- 
terior wall rearrangements in the skyscraper offices of this far-sighted 
Baltimore company. 

Because Hauserman Movable Walls were installed in 1949 throughout 
most of the Mathieson offices, necessary changes are made,economically 
and quickly. Often, a complete move is accomplished within 24 hours 
of the company’s first call to the Hauserman branch office. 


Even more important: these results have been obtained at a savings 
of $9,447. 

Additional savings of $2,208—savings that will multiply regularly — 
represent normal repainting costs eliminated by Hauserman’s exclusive 
lifetime finish. But why not see for yourself? Visit a nearby Hauserman 
installation ... find out first hand how “extra quality” makes these 
long-term savings possible. 


vauserman 


Provide Earlier Occupancy + Fire Resistance + Sound Control + Utility Access 
In Offices + Laboratories + Hospitals + Industrial Plants 





THE E. F. HAUSERMAN COMPANY 
7354 Grant Avenue * Cleveland 5, Ohio 


P.ease send your free booklet to: 
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Hastings Harcourt 


Harcourt Brace & Co., 
Inc. 
Doris La Porte 
Macey-Fowler, Inc. 


ALTHOUGH MR. HARCOURT is trea- 
surer and chairman of the board 
of Harcourt Brace, and a son of 
the founder of that publishing 
house, his private office reflects 
none of the usual charactistics of 
a book publisher. Instead, it is a 
restrained combination of three 
essential features that should be 
found in every executive office— 
efciency, comfort, and enough 
richness to connote prestige. De- 
signer Doris La Porte has main- 
tained a tasteful balance between 
the three factors. 

The office is almost free of dis- 
tracting elements—a medley of 
soft beige tones, with emphatic 
punctuation in black. To open up 
what had appeared to be a very 
small office area, ponderous book- 
cases were ripped out of one wall 
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t 
and placed outside the office. All ( 
walls were visually expanded by ( 
covering them with cool, natural- I 


colored grasscloth. A heavy tra- 
ditional desk gave way to a curved- 
form desk, made into an “L” by a 
side storage cabinet unit. These, 
and the chairs, are of open-pore, 
hand-rubbed walnut. 

With an eye to contrast—and to 
the comfort of a man whose busi- 
ness is reading—the desk chair is 
of the posture-type, upholstered in 
highly glazed black leather. Black 
textured fabric covers a lounge 
chair, while the side chairs repeat 
the black leather. Beige blinds and 
simple draperies match the deep- 
pile carpet. 

Over his desk, Mr. Harcourt has 
up-and-down lighting from a newly 





designed perforated brass fixture. 
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The only decorative touch turns 
up in original paintings—a water- 
color and an oil—and in replicas 
of Japanese figures which serve as 
book ends. m/m 
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, PE CL, AETNA STEEL PRODUCTS CORPORATION 
\ Arnot-Jamestown Division 

730 Fifth Avenue, New York 19, N.Y. 
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Address 
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ing installations and index- 
ing the components of the 


Arnot Modular System 


With Arnot Partition-ettes,*{ Office-ettestt and interchangeable furniture 
components, you can set up one or one hundred offices to meet your varied work 


requirements. Arnot flexibility makes it possible for you to save floor space, and 





at the same time, to tailor-fit the work-station to the worker. If your office is 





obsolete and inefficient, if you are paying rent for wasted space, then you must 
see revolutionary free-standing Arnot Partition-ettes, modular furniture and 


Office-ettes. Visit your local Arnot dealer or fill out the above coupon. 


AETNA STEEL PRODUCTS CORPORATION 
ARNOT-JAMESTOWN DIVISION 
730 Fifth Avenue, New York 19, N. Y, 


Manufactured in Canada at Port Credit, Ontario 
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PARTITION-ettes”* and OFFICE-ettes* 
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witH A LAMSON 
SELECTIVE VERTICAL CONVEYOR 


DELIVERS A MILLION PIECES OF MAIL PER MONTH TO 30 FLOORS! 


At the Pittsburgh, Pa. home office of U.S. Steel Corporation, 
a Lamson Selective Vertical Conveyor has cut delivery time 
for a letter from one hour and a half to only ten minutes. 


Beginning at 8 a.m., mail is automatically dispatched from the 
14th floor mailroom every 30 minutes during the working day. 
Trays which will carry 
up to 30 Ibs. of mail are 
placed on the loading 
station. The operator sets 
a dispatch dial for the 
load’s destination. As an 
empty car passes the 
loading station, the tray 
is automatically loaded 
on the car. The car then 
rises, passes up over a 
driven sprocket, and 
continues down the de- 
scending shaft to the pre- 
determined unloading station where it is automatically 
discharged. Mail can be sent directly from any floor to any other 
floor in the system. 











The Lamson Selective Vertical Conveyor’s control system insures 
full protection to all operating personnel as well as full protection 
to the load. Speeds communications . . . reduces hours wasted in 
nonproductive work. 


A Lamson-engineered system can be the answer to your need for better _<——~ 


faster distribution of mail, correspondence and paperwork. MAIL THIS en SS 
COUPON TODAY. ae SS 2 
















Lamson Corporation 
3728 Lamson Street, Syracuse 1, N. Y. 
Please send me a free copy of your Lamson Selective Vertical Conveyor 


Bulletin. Plants in Syracuse 
NAME TELE and San Francisco 








Offices in Principal 


COMPANY. pakanmosiin ———$$$ $$ Cities 
ADDRESS____ 
CITY 
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Heating and cooling 


ning system provides 
she t-¥- 4 low-cost comfort 


A new heating and air conditioning 
system, using room air conditioner 
units, meets modernization problems 
far better than complementing an exist- 
ing steam heating system with a central 
air conditioning system. ‘The new sys 
tem in the Oliver office building in 
Pittsburgh uses a steam heating coil 
mounted in three-quarter horsepower 
and one horsepower consolette room 
air conditioners. More than 600 units 
have been installed in the building. 

The cost of the new system was ap- 
proximately 50% less than the lowest 
preliminary bid on various types of 
central air conditioning systems for the 
25-story building. It also provided an 
increase in heating efficiency as shown 
by the use of only one consolette air 
conditioner with a heating coil where 
formerly two radiators were needed. 

More than 400 combination room ait 





conditioners with steam coils were 
originally installed in 1954. In all cases, 
the air conditioner kept offices cool 
with filtered and dehumidified air, and 
as a heater, kept the rooms at a com- 
fortable heat level at all times. 

A major tenant relations problem, 
too, was solved by the individual room 
air conditioners. The building manage- 
ment, when considering air condition- 
ing, was reluctant to ask tenants to take 
the new air conditioning if they did not 
want it. Management, too, was con- 
cerned with the tremendous amount of 
work involved in building a central 
system and the noise and inconvenience 
to tenants. But with room air con- 
ditioners, the basic wiring was put in 
without major disturbance to offices. 

A copper heating coil, with a radia- 
tion surface equivalent in heat output 
to the largest cast iron radiator used in 
any room, was located in the chamber 
of the room air conditioner. The air 
conditioner fan is operated by a two- 
speed motor, full-speed for air condi- 
tioning and half-speed for heating. A 
bi-metallic thermostat, connected in 
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“| hated filing too, before CORRES-FILE.. 


now it’s laborless filing — and in half the time!” 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 


ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 


complete information, 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 





I'm interested in knowing more about Corres-File 
—and how it can save for me. 


Name .. he IA Be BeNOR AL LEER REE 
Title 
ETO SS aOR ert ed ee eee - 
Address .. ss eee PE re ere 


RAO cs 


eee) | UPS SRS dem Sse 
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ABOVE: A single good-looking window console 
provides all-year-round comfort. BELOW: A view 
of the unit's copper steam heating coil which has 
a radiation equal to the largest iron radiator. 





series with the fan circuit, controls the 
fan operation. The fan comes on at 
half-speed when the temperature in the 
chamber reaches 110 degrees (Fahren- 
heit) and shuts off when the temper- 
ature drops to 95 degrees. 

For more information, circle number 
199 on the Reader Service Card. 


New products 
for work center 





application 


Glarefree window panes offer 
“‘sun-glasses for buildings” 


New special-purpose glass for window 
panes increases both efficiency and com- 
fort on critical visual work. The new 
material permits the transmission of only 
12.59 of the outside brightness into the 
working area to completely eliminate all 
glare conditions. 

Neutral gray in color, it also permits 
outside viewing without any distortion of 
colors. The windows feature “balanced 
brightness” control, a fixed system of con- 
trol of daylight 


brightness, constantly 


changing in intensity from day to day, 
season to season. 

Double strength in thickness, the glass 
is available in 42” by 60” sheets. 

For more information, write to the 
Houze Glass Corporation, Point Marion, 
Pennsylvania; or circle number 198 on the 


Reader Service Card. 
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Free catalog on layout tape 
for industrial planning 


A new, eight-page, illustrated catalog 


discusses the advantages of using layout 
tape in making up transparent and opaque 
plant layouts. It includes a detailed de- 
scription of the correct procedures. 

All types of layout tape are fully illus- 
trated, those show lines, 


including 1g 


arrows, numbers, letters, and structural 
and material conveyor symbols. A complete 
price list and order form lists all of the 
more than 75 layout tapes available. 


For a free copy of the catalog, write to 


the Labelon Tape Company, Inc., 450 
4ilantic Avenue, Rochester, N. Y.; or 
circle number 184 on the Reader Service 
Card. 
Plastic wall coverings in 
brick and stone reproductions 

Plastic wall coverings in rigid vinyl 


sheets are available in realistic, 3-dimen- 


sional brick and stone texture patterns. 


a 
on + 





The 2’ x 4” sheets can be easily cemented 


to walls. They are molded of light- 
weight, fire-resistant vinyl, and feature six 
different styles of realistic brick or stone 
surfaces. 

The panels have alternate half bricks 
at either end pre-cut so that they may be 
easily removed. In joining sheets to form 
a complete wall pattern, these half end 
bricks are removed allowing sheets to in 
ierlock for perfect alignment. 

To apply, the plastic sheets are simply 
pressed against wall surface, after ad 
hesive is applied from a tube to mortar 
lines and allowed to dry. 

For more information, write to the Na 
tional Vacuum Molding Corporation, 923 
Old Nepperhan Avenue, Yonkers, N. Y.; 
or circle number 183 on the Reader Serv- 


ice Card. 














New 
Pa RC OA System 


Operates Parking Lots 
Automatically 


STOP 


PARKING 
HEADACHES 





Here’s the practical solution to today’s parking problems, as already 
proved in actual service at hospitals, schools and other institutions, 
municipalities, industrial plants— wherever private parking facilities 
must be maintained. 

The amazing new PARCOA system does the job safely, economi- 
cally and dependably—without attendants. A simple electrical 
mechanism controls entrance and exit gates, actuated by card-keys* 
issued only to authorized holders. 

PARCOA equipment is low in first cost. Easy to install. Requires 
minimum maintenance. No attendants needed. No help problem. 
Pays for itself through savings. Coded card-keys can be changed as 
desired. 

Write today for illustrated brochure 
and name of nearest distributor. Tech- 
nicolor sound film available for private 
showing to your group. 


PARKING CORPORATION OF AMERICA 
Division of Johnson Fare Box Company 
Revenue Collection Specialists Since 1909 
4619 North Ravenswood Avenue, Chicago 40, Illinois 
Sales and Service Offices in Principal Cities listed under BOWSER, Inc. 


(Circle 125 for more information) 


*Your choice of controls (coin, 
card or any combination) makes 


this system readily adaptable 
to your requirements. 





WITHOUT ATTENDANTS 








LEAHY The first and foremost name in 


paperwork and records management 


— serving corporate clients na- 


and company 


tionally. 





337 W. 27TH STREET, NEW YORK |, N. Y. 
LOngacre 4-2070 


58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 


MANAGEMENT 
CONSULTANTS 











(Circle 145 for more information) 
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DELIVERS MESSAGES AS YOU WRITE! 


TELAUTOGRAPH* 


TELESCRIBER SYSTEM 





Sends handwriting instantly to one or many stations 
at an average cost under $1 a day per station 


Your handwritten message delivers itself elec- 
tronically—instantly and accurately—by the 
TelAutograph Telescriber System. Developed 
by 65 years’ experience, this advanced science 
saves many thousands of dollars a year in 
communications. 


You select the sending and receiving stations 
desired in your operation—within the company 
or many miles apart. Each station costs an aver- 
age of under $1 a day. System is operated by 
anyone. And the messages, on plain paper or 
Instan-Forms® designed for your business data, 
are permanent records that prevent errors and 
oral misunderstandings. 


You'll find many uses for TelAutograph Tele- 
scribers to improve service and make great 
savings in time and money. Others do—2500 
major American concerns in practically every 
type of business use Electronic Longhand. 







BROCHURE, MAILED 
TO YOU, GIVES 
FULL DETAILS 


OO tees Me . « 6 sess ee ee ee ee 


+ 


TM REG. U.S. PAT. OFF 


Write now to Telluitograph CORPORATION 


Dept. 1B, 1128 Crenshaw Boulevard, Los Angeles, California 


a A Pag RIO gy IO 9 OO gpg aga OOo 


(Circle 142 for more information) 








How to relate 


SALARY to JOB PERFORMANCE 


me Phe )=6relation§ between an em 
ployee’s job efficiency and his salary is a source of 
personnel costs and dissatisfaction. Emphasis on 
the guaranteed annual wage, shorter work week, and 
other company-underwritten benefits, requires a 
scientific approach to payroll costs. 

\ sound program of wage and salary administra 
tion according to Industrial Psychology, Inc., in- 
volves four systematic steps: 

1. Job description and evaluation. 

2. Correct placement on a specifi job. 

3. Periodic reviews of worker efficiency. 

4. A numerical system of relating job efficiency 

to salary paid. 

Job description and evaluation involves a written 
description of the duties, functions, and responsibili- 
ties of each job or job area in the company. The 
jobs are then scaled according to importance, which 
is determined by evaluating factors such as physical, 
mental, and skill requirements, responsibility, work- 
ing conditions, etc. A salary range is then set for 
each job or job area, with minimum (also usually 
entry) and a maximum salary, usually broken down 
into steps for the purpose of salary increases. 

In order to be sure that he can climb the salary 
ladder, the new employee must be properly matched 
to his job. This is carried out in the employment 
procedures, by psychological testing and interviewing. 
Putting an employee on a job for which he lacks 
the psychological qualifications is poor employee 
relations, in that the chances are against his getting 
very much above the minimum salary level. Such 
an employee is not only a liability in terms of 
production, but his own mental health suffers. 

Periodic efhciency review, after three months, re- 
veals if performance justifies a raise. Merit rating re- 
duces guesswork, favoritism, and influence, and pro- 
vides an objective and systematic technique. Merit 
rating should be carried out again in six months, and 
every six months thereafter. 

Efhciency can be related to salary if merit rating 
results and the job salary range are expressed as 
numbers. A scale can then be constructed for each 
job in the company: 


Merit 
Rating > | 2 3 4 5 6 7 8 9 
performing special 
Salary - - below $200 $205 $212 $222 $236 $250 salary 
minimum plan 
salary 


In the table, a merit rating score of 3 is set up as 
equivalent to the minimum salary for the job, and 
a merit rating score of 8 as the maximum salary. By 
the use of such a table, salary inequities become 
immediately apparent. For example, an employee 
who scores at # on merit rating, and is being paid 
$222.00, is “overpaid.” He is being paid at a 6 
eficiency level, but performing at #4. The other type 
of inequity is the “underpaid.” He is rated, for 
example, at a 7 score, but is making only $205.00 
(equivalent to a # rating). The personnel director 
should present inequity information to management 
for each employee, at least twice a year. m/m 














GENERAL @@ ELECTRIC 
SUPPLY COMPANY 


@ DIVISION OF GENERAL ELECTRIC DISTRIBUTING CORPORATION 














uses The DENOMINATOR to Determine Allocation 


of Overhead in District Offices 


All customer-billings are examined and the billing- 
linage for each major item, such as TV, Radio, Appli- 
ances, Repairs, etc., is segregated and tabulated on 
The Denominator. 


The proportionate figures shown enable management 
to allocate accurately the clerical expense of billing to 
each sales department of the Company. 

For cost surveys, as above, sales analysis, item control, 
or simple tabulation—by units, tens, dozens, fractions of 
dozens, or gross lots—The Denominator will 


<c ) 

690) * prove an invaluable time saver. 

oe For literature or further information write 
4 Dept. MM-54 ARH) 


The DENOMINATOR COMPANY, Inc. 


261 BROADWAY, NEW YORK 7, N. Y 


(Circle 108 for more information) 


Presentiyg the new 


STRATOLINER 
SERIES 





STRATOLINER EXECUTIVE MODEL 


+ 
A noteworthy advance in steel office furniture design. . . 
beautiful . . . truly contemporary. Smart 
and distinctive . . . in keeping with today’s, 
and tomorrow's, modern trend. All 
pieces color-coordinated 
to harmonize with any 


interior decor. 


ORNA-METAL, INC., 2412 SO. SEVENTH ST., ST. LOUIS 4, MO. 





(Circle 151 for more information) 
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Xia NUMBERED —, | 
“THE BEST BUY /N 


PROPERTY CONTROL TAGS” 
say PURCHASING AGENTS 


“Now, because we know what we have Attractive 
and where we have it, we're making “OUT-FRONT” 


efficient use of our equipment. The Property Tags 


"of 





unauthorized transfer eliminates un- 
necessary purchases ... helps determine 
obsolescence of equipment. 


oeve.ghme 












(No Screws, Tacks or Tools) 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS” are much more durable 
than foil or paper labels . . . more impressive and 
easier to use than conventional ‘tags.’ Simply 
brush solvent on the adhesive backing and press 
inte place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


WRITE TODAY for METAL ae. 


samples and FREE book- 
MASON CITY, IOWA, U.S.A. 


let, “HOW TO PER- 
(Cirele 117 for more information) 


FECT PROPERTY CON- 
Me Se a 
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Now, nobody has to 
be when it comes time 
to replace worn, dull 
cutters in your Apsco 
Pencil Sharpeners. Apsco 
now offers the revolu- 
tionary new develop- 
ment, the 






pitti 
cMES 


| 


ij] 
it | 
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“complete” cutter head assembly. 


In one convenient, clean operation, you eliminate the 
messy, time-consuming task of changing sharpener cut- 
ters. Ask your stationer for a demonstra- 
tion—then order and stock an adequate 
supply for quick, easy replacement. 





Specify, too, Apsco Pencil 
Sharpeners, Staplers, and 
Punches. It costs less to 
buy the best. 


Apsco products inc. 


PO. Box 840 Beverly Hills, Calif. 
Factories: Rockford. Ill. * Toronto, Canada 





(Circle 101 for more information) 
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How fo prepare 
your company for future 
marketing methods 


eanemeanmcomecmosccsieme ‘\\ the annual 
meeting of the Toilet Goods Asso- 
ciation, Arthur C. Fatt, 


Vice President of Grey Advertising 


Executive 


Agency, made his predictions on 
advertising and marketing in the 
year 1970. He listed the following 
ten steps to prepare a company to 
meet the problems of the future: 


“Marketing Man of 
to study every de- 
may affect your fu- 


1. Appoint a 

the Future” .. 
velopment which 
ture business. 


2. Keep a keen eye on the research 
being done in the industries from 
which you obtain your raw materials. 


3. Watch the industries unrelated to 
yours. A maker of synthetic fibers may 
come up with a by-product which will 
open a new field for you. 


4. Arrange with a college to carry on 
research for your company, even if you 
have to endow a special professorship. 
The laboratory is the gateway to great- 
ness in the years ahead. 


5. Motivation research will make great 

strides . use its force to help you 
develop products the consumer _indi- 
cates he or she needs . . and ahead 
of competition. 


6. Introduce automation in your op- 
eration to be prepared for the demands 
of the future. 


7. Keep your eye peeled on the con- 
tinuing revolution in retailing and be 
ready quickly to adapt your marketing 
and merchandising to its changing com- 
plexion. 


8. Be among the first, not the last, 
to experiment with selling your products 
through vending machines. 


9. Attune your thinking to the bigger 
and more powerful role advertising will 
play in the marketing of products of 
the future. 


10. Think and plan on a bigger and 
broader scale. so that you will not be 
left behind in America’s march of to- 
morrow. 


Let us think of 1970 not as a year of 
the future but as an extension of today. 
And let us think of today as a prelude 
to 1970 as the beginning of the 
most wonderful era of well-being ever 
known to man. By forward thinking and 
planning we can help shape this future 
to which courageous, far-sighted, imag- 
inative marketing and advertising will 
make tremendous contributions. 


Reprinted from the July 1st issue of the 
National Advertisers’ Edition of Grey Matter, 
published by the Grey Advertising Agency, 
Inc., New York. 
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New uses for punch cards! 


You may not want to paper your 
walls with punch cards, but it’s get- 
ting to the point these days where 
you can use ’em for practically every- 
thing else. The new Cummins Cardi- 
tioner now makes it feasible to put 
time clock cards, payroll checks, divi- 
dend checks, money orders, proxies, 
bonds—a whole host of things—on 


punch cards. 


Heretofore, it was impracticable to 
use punch cards in many instances 
because of the cost and bother result- 





Cummins 
Business 
Machines 
sales and 
service offices 
in principal 
cities 


ad 


ing from damaged cards. Rumpled 
edges, creases, staples, paper clips, 
cellophane tape—all caused no end 
of trouble, jammed sorting machines, 
required costly, time-wasting hand 
sorting. 

But the new Cummins Carditioner 
puts an end to all this. It “irons out” 
rumpled punch cards, restoring them 
to usable condition. And it rejects 
those with foreign objects attached — 
all at a rate of 275 cards per minute! 
It virtually eliminates hand sorting, 
does away with any chance for human 
error, gets jobs done faster, better. 

For full information on this amaz- 
ing new machine that makes punch 
cards practicable, mail coupon below. 


Cummins Carditioner restores imperfect 
punch cards to usable condition. Permits use 
of modern, efficient tabulating equipment. 


IN BUSINESS AND BANKS @ SINCE 1887 






Ci 
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CUMMINS BUSINESS MACHINES 
Division of C ins-Chi Corp. 
Dept. MM-85, 4740 N. Ravenswood Ave., Chicago 40, Ili. 





Please send me full information on Cummins Carditioners. 
Name Bi al Lae AE te neceakdiiale 
Name of Business ] " hdiataianaiag Mibcueas tt icesbeancatinbsiieall 


Address of Business 





City is =e! State... 


(Circle 107 for more information) 

















The Curse of oc ~ / 
LOW PRICE... 


JOW PRICE.» // 
" 4 
ne og 
BS? 
Vi Some men 
pA a product's 
value by its price. 


That's why they‘re 
shocked by 


Soundex Walls 
cost less... but 
do more: 
They soak up 
office noise 
like blotters 
soak up ink! 
*Write for your 
free catalog... 
judge by value 
as well as 
low price. 


V7 ZL F 
MOM [MC 
142 Federal Square Bidg. 
Grand Rapids, Michigan 
(Circle 143 for more information) 











More than just a key file . . . 


Because behind each unit there's the incomparable 
TelKee ‘complete’ key control system. It's the one 
system that keeps smooth working keys instantly 
available. And besides the convenience of this, 
productive time is saved and costly delay avoided. 
Remember, too, TelKee lets you use all your locks 
all the time. But for full details send for our FREE 
catalog No. MM-22 today. 





The MOORE KEY CONTROL Systems 


®. ©. MOORE, INC. 500 FOURTH AVENUE, NEW YORK 10,N.% 


(Circle 120 for more information) 
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mu WV recent changes 
were made in the operational system of 
the Singer Sewing Machine Company's 
Personnel Department, a new filing sys- 
tem was needed. The problem was to 
find a method of selecting a whole cate- 
gory of cards in one operation. ‘The 
answer was found by J. W. Mahan ot 
the Report Department in a filing tray 
holding electrically coded cards which 


by means of a simple key- 


“pop up” 
Po} | 
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board depression. The system could not 
only select large groups in one opera- 
tion, but also eliminated the need for 
alphabetical filing. 

In order to pick a whole category of 
cards using the old alphabetical 3” x 5” 
card file, it was necessary first to make a 
list of the desired names, and then have 
clerks pull each card individually. 
After the cards were used, they had to 
be refiled alphabetically. Both processes, 





AGENCY 
















PREVIOUS EMPLOYER TYPE WORK PERFORMED 












SINGER EMPLOYMENT RESUME (CONT. 
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After depressing the proper keys on the 
keyboard of this automatic filing tray, 
the desired file card “pops up." The card 
is activated by an electrical circuit which 
makes contact with the individually ser- 
rated metal bottom edge of each card. 


How automatic filing 


reduces errors, increases speed 


Electrically coded cards economically replace manual, alphabetical files 


pulling and refiling, were tedious and 
were susceptible to the large error fac- 
tor usually found in so much_ in- 
dividual handling. 

Another lengthy and costly process 
under the old system was the handling 
of the weekly changes on the status 
cards. The company operates sales 
agencies, which are required to furnish 
a weekly organization report. These re- 
ports sometimes contain as many as 80 
The clerks would have 
to pull out the card from the file, post 


or 100 changes. 


the status change, and then refile — 
alphabetically. With a file of 15,000 
cards, this was a major undertaking. 
The equipment installed includes 
three multi-tray units, each unit hold- 






methods 





ee 





ing five trays of 1,000 cards each. The 
front of the cabinet contains a sliding 
selector unit (keyboard) which can be 
moved into position in front of each 
tray. The cards are especially designed 


on heavy 5” 


x 8” stock, containing an 
inserted serrated metal strip along the 
bottom edge. The pattern of the ser- 
rations along this strip determines the 
code of the card. According to the 
manufacturer, there are an unlimited 
number of code variations that can be 
made on this strip. A special coding 
device stamps this metal edge. 

To put the new system in operation, 
new duplicate cards were sent to each 
of the agencies to be filled out. The 
agency then kept one of the copies on 
each individual, and sent the duplicate 
to the main office. When the new card 
arrived at the office, it was coded for 
the first letter of the individual’s first 
name, and the first four letters of the 
last name. In addition, a code for the 
emplovee classification of position title 
was made. The card was placed in the 
file regardless of alphabetical position. 

With this classification coding, it is 
now possible to instantly obtain all 
the cards of any group or groups of em- 
plovees, in one agency or all the 
agencies. For example, if the names of 
all the active district managers are re- 
quired, the code numbers “02” are de- 
pressed, and all the cards so coded are 
immediately tilted upward. The clerk 
then just picks these from the file and 
the job is complete. The tedious job of 
poring over the alphabetical file is 
eliminated. Then too, the cards can be 
replaced in the file in any order. In the 
posting of the information contained 
on the weekly organization reports, the 
clerk merely depresses the keys repre- 
senting the correct coding, and the card 
is automatically popped up. 

In addition to the larger, more read- 
able 5” x 8” cards, and the time saved 
by not having to file alphabetically, the 
company is able to obtain information 
on any individual in less than half the 
time previously required. This has 
effected a saving of one full-time clerk 
in the Personnel Section, and has en- 
abled the section to handle a largei 
volume, faster and more accurately, de- 
spite the reduction in personnel. 

For more information, circle numbei 
186 on the Reader Service Card. 
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y APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES —No. 10 in 
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The Ford Motor Company photographs its vital 
records on Recordak Microfilm ... gets valuable 
extra protection at low cost. 
Insurance against loss of property and sales is not enough. 
Not enough when the life of a business is at stake. 
If Ford’s vital records were lost, reconstruction would be 
a hopeless task. But Ford insures against this possibility— 
however slim—by microfilming its valuable documents and 
storing the Recordak Microfilm copies at remote locations. 
Microfilming is best for the job for the following reasons — 


1. Quickest, easiest way to duplicate records of all types and 
sizes in large volume. For example, 200 letter-size documents can 





TYPICAL RECORDS MICROFILMED AT FORD 


records of incorporation e stock transfer records 
e capital stock ledger e personnel data sheets 
e engineering drawings e formulas e test records 
e property records e accounts receivable and 








payable e contracts e titles e leases e easements 
e major litigation files 
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Protecting Fords 
1% billion dollar business 


YY yy; 
Yh 
is 


be copied in 1 minute with a Recordak Triplex Microfilmer, one 
of the Recordak models used by Ford. 
2. Lowest Cost. As many as 29,000 check-size records fit on a 
100-ft. roll of Recordak 16mm Microfilm which costs only $3.65, 
including processing charges. 
3. No deterioration. Recordak Microfilms are processed to meet 
the high specifications of U.S. Bureau of Standards for archival 
films; will remain picture-perfect over the years. 
4. 99% space savings. Ford stores over 18 million Recordak 
film copies in a 20 x 30-ft. area. Not only does this save on filing 
equipment, but it also makes all records easily accessible. 
Protection is only one of the benefits which Recordak 
Microfilming is bringing to over 100 different types of 
business . . . thousands of concerns. Write for free book- 
let, “Protection of Vital Corporate Records,” and full 
details on Recordak Microfilming. Recordak Corpora- 
tion (Subsidiary of Eastman Kodak Company), 
444 Madison Ave., New York 22, N. Y. 


“Recordak”’ is a trade-mark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to insurance systems 


more iIntormation) 
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New attachment couples accounting 
machines to card punches 

A new intercoupler attachment couples 
accounting machines directly to card 
punches. ‘The new attachment eliminates 
key punching and verification of cards, and 
assures tabulation data that is identical 
with posted records. Cards or tape are 
automatically produced while the oper- 
ator is posting records. 

Flexibility of the intercoupler allows 
any entry to be punched, or any card field 
arrangement to be accommodated, without 
altering present ledger cards. Information 
punched may be either numbers entered 
on the posting machine’s numeric. key- 
board, or totals from any of the machine's 


internal registers. Programs are set up so 






® BEAUTIFUL, DISTINCTIVE LETTERS .. . 
“letter perfect” correspondence that commands 
attention, compels action. 

® VISIBLE AND AUTOMATIC MARGINS .. . 
the easiest, fastest margin setting of all. 

® BALANCED LINE SPACING ... 
saves miles of “reach” in returning carriage 
and spacing up. 

© TYPIST PREFERRED TOUCH... 
the key tension and snappy response preferred 
by most typists. 

* LOW, LOW COST... 
you'd expect to pay much more for a type- 
writer with so many exclusive features, but 

it actually costs less. 


that only desired information is trans- 
ferred to cards or tape. The punching 
operation is completely automatic, with no 
manual signal necessary. 


The intercoupler includes a safety in 








free illustrated booklet. 


PITNEY-BOWES 


lr 


40 





clippings 


NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 


terlock that locks the motor bar of the 
posting machine and prevents further op- 
eration if the punch runs out of cards or 
tape. The interlock also prevents the op- 
erator from causing a malfunction by key- 





board manipulation in the half-second in- 
terval the punch requires to operate. 
When the punch is turned off, the post- 
ing machine operates in a normal manner; 
the presence of the intercoupler does not 





New! Pitney-Bowes Scale for small offices 


This new mailing scale, precision-built by Pitney-Bowes, computes 
posiage costs from 4 ounce to 1 pound, is a real saver of time and 
postage in any office. Its handy cylindrical chart permits swift, safe 
rating of letters and small parcels including air mail. Prevents loss 
of postage money through overpayment, and loss of good will 
through underpayment (with resulting “postage dues’’). 

| Other models for larger mailers include parcel post up to 
| 70 lbs. Ask your nearest PB office to demonstrate, or write for 


FREE: Handy desk or wall chart of Postal Rates 
with parcel post map and zone finder. 


Mailing Scales 


PITNEY-BOWES, INC., 4579 Walnut St., Stamford, Conn. 


Originators of the postage meter... offices in 94 cities 


(Circle 128 for more information) 
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interlere with any of its operations. When 
the punch is unplugged from the inter- 
coupler, both machines are restored to 
their normal state and can be used for 
other purposes. 

For more information, write to Sys- 
tematics Inc., 105 Lyndon Drive, Hermosa 
Beach, Caltf.; or circle number 189 on the 


Reader Service Card. 


Ste 


New flat-bed photocopy 
machine for book copying 

A flat-bed copying machine is specially 
designed to photocopy from books and 
thick-bound 


volumes of magazines and 


records. The printer has a floating lid 
which allows a 114” clearance between lid 
and platen for the insertion of the ma- 
terial to be copied. The machine is also 
effective in copying originals on stiff board 
or heavy card stock that cannot be han- 
dled on a rotary printer. 

Its contact surface is an aluminum sheet 
This 


that the original and the sheet of negative 


supported by leaf springs. insures 


paper are held firmly and uniformly in 
contact with the glass platen over the en- 





The 


” 


tire area of the printing surface. 


platen is of high quality optical glass 14 
thick. 
ward angle of 45 degrees, allowing light to 
penetrate right up to the binding of the 
volume being copied. 


Its front edge is beveled at a down- 


Thus, the whole 
page including the inner margin can_ be 
copied clearly. 

For more information, write to Hunte) 
Photo Copyist, Inc., 595 Spencer Street, 
Syracuse, N. Y.; or 
the Reader 


circle number 188 on 
Service Card. 
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Dial-phone intercom system 
for offices and plants 


An automatic dial-phone system pro 


vides rapid, economical inter-communica 
and industrial 
built 


business offices 


The 


tion in 


plants. 


system is around an 
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automatic, unattended central switchboard 
through which each telephone in the inter- 
communication network can be dialed di- 
rectly. ‘To meet a range of budget and 
network requirements, the switchboard is 
available in various capacities—for 10 lines, 
25 lines, and 50 up to 1,000 lines. 

One of its major features is a multiple- 
function master unit, for location in one 
or more key offices, which provides execu- 
tives with both dial operation for general 
office and plant communication, and a spe- 
cial flip-switch panel for automatic and 
instantaneous contact with pre-selected 
key personnel. 

The master unit is equipped with 20 to 
40 keys for selected personnel. In addi- 
tion, the master unit provides both a 
handset for private conversations and 
built-in transmitter and speaker for hands- 
free conversation. 

For more information, write to the 
Radio Corporation of America, 30 Rocke- 
feller Plaza, New York, N. Y.; or 


number 195 on the Reade 


este 


New, low-cost, electric 
desk-model folding machine 


circle 
Service Card. 


A new electric desk-model folding ma 
chine offers fast, accurate, economical fold- 
ing of letters, statements, invoices, circu- 
lars, and other material. 

This low-cost, compact machine, the size 
of a typewriter, can fold 120 letters (regu- 
lar double-fold for No. 10 envelope) in less 
than one minute. Folding and creasing 
for No. 634 envelopes and other commonly 
used folds are accomplished with corres- 
The 


creaser,” 


ponding speed. machine features a 


“vertical which eliminates two 


operations to accomplish a vertical fold. 
It is easily adjustable to handle sheets from 





5” x 5” to 814” x 14”, and the machine 
is simple to operate. 

For more information, write to Print-O- 
Matic Company, Inc., 724 W. Washington 
Boulevard, Chicago, Ill.; or circle number 


197 on the Reader Service Card. 


3 
New folding lectern offers 
portability and convenient storage 

A new, portable folding lectern is now 
available for use at functions where there 
is no lectern. The speaker simply places 
it on a table or desk, and is ready imme- 
diately for any type audience. 

The lectern is light in weight, can be 
set up quickly and with ease, and folds 
compactly for convenience in carrying and 
in storage. Made of sturdy plywood, well 
proportioned, and handsomely finished, it 
is ideal for sales meetings, etc. 





For more information, write to The De- 
troit Lectern Company, Inc., 13336 Ker- 
cheval Avenue, Detroit, Mich.; or circle 
number 185 on the Reader Service Card. 
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OFFICE MACHINE TABLE-STANDS 


Engineered to the rigid requirements of today’s 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe- 
guard your investment in costly machines by 
holding them rigidly in place for accurate and 
trouble-free operation. Famous Cramer anchor- 
cups on each leg grip floor securely, and a 
handy lever releases the silent retractable 


casters for easy rolling of stand and machine 
when desired. Quality-constructed of square- 
tube steel with smooth tops of %” plywood 

. designed to complement the decor of the 
modern office. 


Cramer 


write Dept. MM 
1205 Charlotte, Kansas City 6, Mo, 












CRAMER POSTURE CHAIR CO. INC., 








(Circle 106 for more information) 
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Get monthly reports 
a full week earlier— 


Fifty hours work for three typists ...is now done 


in fourteen hours by one girl—with Ozalid... 


A food processing company with a 
dozen branch plants uses twenty-nine 
monthly reports to keep track of its costs. 
Three girls spent seven days, typing from 
four to seventeen copies of the reports. 

With forms printed on translucent 
paper, the figures are penciled in. Now 
one girl makes the required copies of 
all the reports in two days. Complete 
reports are usually ready by the fourth— 
a full week earlier! 


In thousands of companies, Ozalid has 
displaced wasteful retyping, rewriting 
and proofreading; freed workers for 
more productive jobs; and saves time, 
cuts cost, speeds operation. 

Ozalid has hundreds of applications. 
In accounting, statements, ledger sheets, 
payroll records can be Ozalid copied. 





On monthly and cumulative reports. new 
entries are added, and Ozalid copies 
made for distribution. 

An Ozalid machine copies anything 
written, typed, printed or drawn on any 
translucent (lets light through) material. 
Reproduction is instant, without stencils, 
positives or photographic processing. 
You can make a letter size copy in less 
than a minute, for less than 2¢—much 
cheaper than photocopying. 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid 
can help in your business. Or write 


62 Ozaway, Johnson City, New York. 
In Canada, Hughes Owens Company, 
Ltd., Montreal. 

OZALID—A Division of General 
Aniline & Film Corporation... From 
Research to Reality 





OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16”, and can make 
up to 1000 prints an hour. 


(Circle 124 for more information) 
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Push-button, precision recorder 
made in pocket size 

Using the world’s smallest electric mo 
tor, a new pocket recorder is small enough 
to be concealed in a man’s pocket. It will 
make speech recordings up to 5 hours on 
a single reel of wire light enough to be 
placed in an envelope and mailed with 
just a three-cent stamp. ‘These recordings 
can also be erased and used again. 

With its standard crystal microphone, 
recordings can be made of sound as far 
away from the microphone as twenty feet. 


Push-button control provides instantane- 





ous action for recording, stopping, rewind- 


ing, playing back, erasing by re-recording, 
and rewinding. With its dictation footage 
clock, the recorder is also ideally suited 
for dictation purposes. Recordings can 


be played back through — earphones, 
speaker-microphone, through any radio, or 
external amplifier. 

Some of its accessories include a combi- 
nation speaker-microphone for recording 
and playback (can also be used for re- 
cording two-way telephone conversations, 
as can be the accessory telephone adap- 
ter); a wristwatch microphone that looks 
like a fine chronometer and a dictation 
foot-switch for foot operation. 

For more information, write to Getss- 
America, Chicago 45, Illinois; or cirele 


number 193 on the Reader Service Card. 


Portable addressing machine 
mechanizes repetitive writing 

\ new, low-priced, portable addressing 
machine is designed to mechanize repeti- 
tive writing with 100% accuracy wherever 


it occurs. It features a long-life carbon 
ribbon that produces fine-line printing and 
keeps plates, files, and hands clean. 

The unit weighs only 19 pounds and 


occupies less space than a finger-powered 








typewriter on desk, table, bench, or coun- 


ter top. Standard equipment includes an 
automatic plate feed with automatic refile 
in original order and provision for visua} 
selection of plates to print or not to print 
at the time a run is being made. 

For more information, write to Addresso 
graph-Multigraph Corporation, 1200 Bab 
bitt Road, Cleveland, O.; or circle numbe) 
191 on the Reader Service Card. 


New automatic stapler 
with “touch-trip” feature 
An automatic 


“touch-trip” stapler is 


powered by a heavy-duty solenoid. — Its 
standard stapling unit loads with a strip 
of 210 staples, and handles a capacity ol 
32 sheets of medium weight paper. 

A micro-switch trip activates the stapler, 
and also serves as a guide to predetermine 
the position of the staple from the edge 


of the paper. The gauge can be set at 





any depth up to 414,” beyond the clincher. 


Designed for production stapling of re- 
lated papers, the unit can also be useful 
in other long-run stapling jobs. 

For more information, write to Bostitch, 
1026 Mechanic Street, Westerly, R.JI.; or 
circle number 187 on the Reader Service 
Card. 


CLASSIFIED 


WANTED—Records Manager to take charge 
of classification, filing, storage, disposition, micro- 
filming and producing for use of records of a 
large corporation in the Rocky Mountain Area. 
Requires experience in records analysis and sys- 
tem installation, preferably for a public utility, 
and ability to direct others. Address reply to: 
Management Magazines, Inc., Box CIGC, 141 
E. 44th St., New York 17, N. Y. 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 
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“COPY CATS”’ 
TAKE HOURS 


to do what Copy flex does 


... in minutes! .-*:-. 
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OOK in almost any department of your company, and you'll 

find valuable personnel who are forced by paperwork to 
become “copy cats.” Every day, in one case after another, they 
copy by hand the same original information from one departmental 
form to another. Every day, they take many valuable hours to do 


| what Copyflex can do in minutes at far less cost, and without errors, Desk Top Model 100 Copyflex copies orig- 
Ba 4 2. ah ae . : : inals 11 inches wide by any length. Makes 50 
\ With the new Copyflex Model 100, basic information is written up to 300 copies of different letter-size “ 
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only once—departmental copies are mechanically reproduced from 





the original “action” paper. Letter-size copies are produced at less 
than 2¢ each. Copyflex one-writing systems can be tailored to any 


Find how Copyflex can simplify and speed 
systematized paperwork in your firm, to speed and simplify 


the following paperwork: 





purchasing, production, shipping, invoicing, accounting, and a host 
of other operations. Valuable personnel are freed for other 
important work. Operations are better controlled. You save 
thousands of dollars in time and labor. 


Copyflex machines are quiet, clean, odorless. They require only an 


Purchase Requisitions 
Receiving Reports 
Bills of Material 
Operating Sheets 
Production Orders 
Shipping Notices 


Accounting Reports 
Payroll Records 
Invoices 

Tax Returns 

Sales Analyses 
Inventory Records 








electrical connection, can be operated by anyone. Mail coupon today! 
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Charles Bruning Company, Inc., Dept. 82F 
4700 Montrose Ave., Chicago 41, Illinois l 








| 
it | Please send me information on the Copyflex process | 
RUNING \ and new Model 100 machine. 
oer ___Title | 
of ) ul y | Company ____ i | 
Copies anything typed, written, HOY 100 7] nil — | 
printed, or drawn on ordinary “ sols | 
tat hala Raa \ ty__ S| | ie ———- fl 
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CHICAGO 41, ILLINOIS 


2 om oe 


4700 MONTROSE AVENUE » 


Specialists in Copying Since 1897 


CHARLES BRUNING COMPANY, INCORPORATED « 


In Canada: Charles Bruning Company (Canada) Ltd.. 105 Church St., Toronto 1 
(Circle 103 for more information) 
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